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Read Me First

This curriculum was developed specifically for Job Corps Centers to introduce
the principles of Information Technology. The goal was to make it flexible but
comprehensive. A variety of teaching strategies related to real life situations in
different types of businesses that students might face in a work environment was
also incorporated in the curriculum.

Module Format:

Each module consists of an introductory section and a set of lesson plans. The
introductory section includes Learner Program Outcomes, Prerequisites,
Estimated Total Class Time, Outside Reading and Other Resources, Module
Overview, and Lesson Titles.

It is recommeneded that you read the first two pages of each module
before using the lesson plans.

The six introductory sections are described below:

* Learner Outcomes: These are the goals of the module. Throughout the
module students participate in learning experiences designed to accomplish
the identified skills or content.

o Prerequisites: Some modules may be used out of sequence. This section
identifies the information or previous modules necessary for success. There
are special notes to instructors about the planning time required to prepare for
teaching the module.

o Total Class Time: An approximate time is suggested for each module.
Classes are based on a two-hour session. However, instructors must decide
how much time their class needs to accomplish the educational goals.

‘= QOutside Readings and Other Resources: A variety of materials is listed that

can be used both inside and outside of the classroom. Instructors and
students can broaden their exposure to events outside the classroom and tie
lessons to the real world.

» Module Overview: A one-page overview is provided on the second page of
every module and describes the lesson contents. This page is designed as a
handout for students that introduces the lesson topics to them. Read this
before teaching!

» Lesson Plan Titles: Each topic is listed by title for planning purposes.

. 4
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Lesson Plans: Each lesson plan includes up to 12 sections that prepare the
instructor to use the curriculum. Plans include Lesson Overview, Students Will
Demonstrate the Ability to -- , Prerequisites, Content Required, Resources,
Materials and Equipment Checklists, Teaching Strategy, HOT Activities,
Assessment Methods, and Instructor Evaluation and Comments for
Improvement.

e Lesson Overview: The overview introduces student activities.

* Students Will Demonstrate the Ability to -- : Specific competencies that
students are expected to demonstrate after completion of this lesson are
listed here. Each competency is also designated with codes referring to the
Technical or Foundation Components and Employability Skills to which it
relates. A summary of the codes used is listed on the next page.

» Prerequisites: Any previous lessons or other experience essential to
successfully learning the current lesson is identified.

* Content Required: A brief outline of the material taught during this lesson is
provided.

* Resources: Specific references that enhance understanding of lesson
content are listed with web sites being among the most important of these
because they feature the most current information.

* Materials and Equipment Checklists: Items required to conduct learning
activities including previous student work are listed. Many of the lessons
include activity sheets or content notes for the students. They are flagged in .
the upper left corner with their module file name (JMODXx-x-x). Instructors may
need to review and customize these materials because of variations in
software availability, information, and product updates.

» Teaching Strategy: The strategy is designed as a script for the instructor to
follow during the class. It lists sequenced activities and discussion material or
questions for the lesson. The strategies are designed to guide rather than
dictate. Instructors are encouraged to modify these activities based on the
abilities or special requirements of their classes. Sample handouts using a
fictitious company, the Intemnational Recording Company (IRCO), are often
provided to demonstrate how realistic learning experiences can be simulated.

* HOT Activities: Higher Order Thinking (HOT) activities provide additional

| strategies essential to acquire all of the learning competencies. HOT activities

5 and teaching strategies address knowledge content, skills, and practice in

analysis, synthesis and evaluation processes. Instructors may enhance or
modify these activities during class.

: * Assessment Methods: A range of assessment methods based on practices

typical in the IT industry is provided. The overview of each module defines the

g deliverables to be produced by the students for their portfolios. Assessments

address competencies, deliverables, and other behaviors or habits that
students need to be effective in any work environment.

i * Instructor evaluation and comments for improvement: This space is

provided for the instructors to make personal notes about the changes or

suggestions they would like to make to the plan.

J
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Codes for Learner Outcomes - Here are the codes used in the lesson plans:

(T) Technical Components

CT Computer Trends in Business and Society
DB Database

EM E-mail

GS Graphics Software

HW Hardware Installation/Configuration
INT Internet

NET  Network Technologies

PC PC Principles and Operations

PRE Presentation Software

PRG Programming

sSw Software Installation/Configuration
SPS  Spreadsheet

WIN  Windows

WP Word Processing

{F) Foundation Components
ANL  Analysis
D&D Design/Development
D&BC Documentation and Business Communication
F&CS Facilitation/Customer Service
O&D Organization/Delivery of Presentations
. PS&T Problem Solving/Troubleshooting

PM Project Management
RES Research

SL Self-Learning

™ Task Management
T™W Team Work

T&YV  Testing/Validation
WPS Workplace Skills

Employability Skills
ES-1 Dress appropriately for work.
ES-2 Arrive for work on time.
ES-3 Respond appropriately to supervision.
ES-4 Follow directions.
ES-5 Listen effectively.
ES-6 Ask for clarification when further information is required.
ES-7 Share information and explain procedures to another person.
ES-8 Take initiative.
ES-9 Satisfy customers.
ES-10 Work as a member of a team.
ES-11 Work harmoniously with diverse races, sexes, ages and cultures.
ES-12 Troubleshoot and solve problems.
ES-13 Access and use information from manuals and computers.
ES-14 Maintain good hygiene.
ES-15 Stay on task.
ES-16 Maintain tools and equipment properly.

o 6
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Module 1 - Everything You Always Wanted to Know
about Computers But Were Afraid to Ask—Part 1

lLearner Outcomes;|

PC Principles and Operations/Windows/Internet/E-mail
1. Describe the primary PC components and how they work together.
2. Perform basic personal computer operations in a Windows environment.

Internet/E-Mail/Word Processing
3. Use basic functions of a web browser and e-mail system.
4. Use basic functions of a word processing program

Team Work/Workplace Skills

5. Organize and work in a team setting.

6. Accept responsibility for one’s own behavior and be aware of its impact on
others.

Self Learning

7. Identify various learning styles and understand one’s own learning style.

8. Recognize expertise and learn from others, and demonstrate collaborative
decision-making.

Documentation and Business Communication

9. Use effectively various communication techniques and formats.

10.Communicate (orally and in writing) clearly and concisely to the appropriate
audience.

Prerequisites:]  None.

[Total Class Time:| Approximately 20 hours

[Outside readings or other resources]
The Soul of a New Machine, Tracy Kidder

The Cuckoo’s Eqg: Tracking a Spy Through the Maze of Computer Espionage,

Clifford Stoll
The Invisible Computer: Why Good Products Can Fail, the Personal Computer Is

So Complex, and Information Appliances Are the Solution, Donald Norman

cv. 9
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Module 1 - Everything You Always Wanted to Know
about Computers But Were Afraid to Ask—Part 1

IModule overview:|

As the first module in this series, the following lessons introduce you to basic
computer terms and uses. Each lesson allows you to experience first-hand some
of the powerful capabilities of computers. All of the modules were designed to
help you understand how computers work and how computers are used by
people all over the world in a variety of jobs. By using computers to gather and
analyze information, millions of people are able to make better decisions more
quickly.

Computers are now a part of our everyday lives. You cannot buy groceries,
reserve an airplane ticket, make a bank deposit using an ATM, or even make a
long-distance telephone call without computers being used. In fact, some people
believe that knowing how to use a computer is an essential skill to succeed in
business or to function effectively in our society.

Keep in mind as you finish these ten lessons that this is only the beginning of an
exiting discovery into the world of high technology. Throughout the lessons, you
will be expected to keep a personal portfolio for your work samples as you learn
to use the computer. For example, in this module you will prepare:

An inventory of all of the types of files on your computer.

A business letter created in a word processing program.

Internet searches to five different web sites.

A printed copy of an article found at a web site.

Your own e-mail account and address book.

Different examples of many other things you can do with a computer.

oA =

ILesson Titles:|

* 1-1 Where IS Everything??

1-2 Getting Organized

1-3 Creating a Document

1-4 Working with Your Document
1-5 Previewing the 'Net

1-6 Saving and Editing from the Web
1-7 E-mail Mania

1-8 Sending Good E-mail Messages
1-9 Help |s Always There

1-10 Look -- There's More!

NORTHWEST CENTER FOR EMERGING TECHNOLOGIES - 2.




Everything You Always Wanted to Know about Computers But
Were Afraid to Ask — Part 1

ILESSON 1-1] Where IS Everything?? Approx. time: 1 class

lLesson overview:|
In this lesson students are introduced to the computer and explore the desktop
using the mouse.

[Students will demonstrate the ability to]

Use the mouse to point, click, double click, drag and scroll. (TNVIN)

Start programs. (T/WIN)

Open and close windows. (T/WIN)

Browse through files and locate specific files. (T/WIN)

Teach or mentor others. (F/TW, ES-7)

Learn from others, build on their expertise, and practice new skills. (F/SL)
Complete tasks in accordance with instructions. (ES-3, ES-4)

N~ =

IPrerequisites:] None

IContent required:]|
1) Identification of on/off procedures and computer names
2) Using the mouse
3) Exploring the desktop:
a) Objects
b) Taskbar and menus
c) Use of windows

Resources:l

Books on Windows 95/98
Videos available of Win 95/98
CDs for 95/98 Training

IMaterials checklist:|
v’ Step-by-Step Handout (JMOD1-1-1) for each student

[Equipment checklist:|
v' Computer for each student
v' Computer display projector

[Teaching strategy|

Part 1 — Preparatory Discussion

1. Explain that the purpose of this lesson is to begin to understand what is on
the computer and how it works, using an operating system called Windows.

.11
NORTHWEST CENTER FOR EMERGING TECHNOLOGIES




2. Depending on the computer lab environment, identify for the students the
preferred method for turning on their computer station.

3. Name the computer components that the students will be using and point to
each while giving a brief description. For example, in this lesson they are
using the computer, monitor, and mouse.

Part 2 — Hands-On Computer Activities

4. Pair each student with a more experienced student whenever possible and
distribute the Step-by-Step Handout (JMOD17-1-1) to all of the students and
instruct them to begin the exercises.

5. Walk the students through Step 1. As students read the handout,
demonstrate on the computer display the locations of the desktop, objects
and taskbar. Encourage the mentors to offer additional explanations if their
partners are confused.

6. Continue through Steps 2 & 3 and provide further explanation or examples for
what objects can represent if required by the students.

7. Allow the students to continue the rest of the steps of the handout but monitor
the progress of each team and offer assistance when necessary.

Part 3 — Class Discussion and Review

8. After every team has completed the exercises, conduct a group discussion to
review the key concepts of the Windows Desktop and movement around it.
Ask students to name the different computer components that they used and
to answer questions from the information on the handout.

HOT Activities:]

1. Assign students who are experienced Windows users the task of
demonstrating additional features of the mouse, taskbar, and other basic
controls that were not covered in the handout but might be useful or
interesting to the students. Provide for a show-and-tell activity where these
students can demonstrate the feature, describe it to the class, and then walk
the class through doing it, using the computer display projector. If this
equipment is not available, divide the students into small groups around a
computer and have the mentors rotate throughout the groups, demonstrating
their expertise.

|IAssessment Methods:]

e Observation by instructor of students working together to complete the
exercises and of students participating in review discussion.
Individual results on handout are evaluated by student and instructor.
Assessment by instructor and students of what was learned from
demonstrations of Windows features.

Instructor evaluation and comments for improvement;|

12
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. STEP-BY-STEP HANDOUT
Lesson 1-1

1. Turn on your computer and wait for Windows Desktop to appear. Your
screen should look something like this with even more objects on it.

Objects
Desktop
Taskbar
The mouse controls a pointer on the screen that looks like a left-pointing
. arrow. There are four basic ways to use the mouse:

= Pointing ~ Directs the pointer at the item on the screen.
= Clicking — Pressing the left button one time.
= Click and drag - Pressing the left button and holding it down while you
move the pointer. Release when you have reached the
destination.
= Double click — Pressing the left button twice in succession.

The Taskbar is usually displayed at the bottom of the computer screen as
shown in the picture, but it can be located at any other edge of the Desktop.
There are three main parts to the Taskbar:

= Start Button — On the far left which opens the Start Menu.
= Tray — On the far right which tells you the status of the clock and other
computer system components.
= Middle Section — Will contain buttons for the multiple applications that
you can open at one time in Windows

2. Move the mouse pointer on top of the Start Button and then click the left
mouse button. The Start Menu opens.

3. Move.the mouse pointer outside the Start Menu and click the mouse. This

. closes the Start Menu.

BEST COPY AVAILABLE
-« 13
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The small pictures on the Desktop are called lcons. Icons are better known as .
Objects and are used to access almost everything on the system.

“Obijects on the Desktop can represent:
* The computer or parts of the computer such as the floppy drive, hard
drive, CD-ROM drive, etc.
» Applications — Programs to accomplish tasks with the computer
* Folders which contain files that are related by application, purpose, or
type
* Documents containing data stored in the system

4. Double click on the object labeled My Computer on the Desktop. A window
something like the picture below should pop up. Study the parts and their
functions. Notice that there are seven more objects inside this window.

Title Bar — Shows the
name of the window \ .

~

Controt Buttons — Allow you to:

Menu Bar — Contains the names of = —_
menus which make commands {3% Floppy [A'); Nw38_v509i5 Removable Minimize — Removes the

available in Windows 95 | g [C) Disk (D) gl:sc:g;viftrom the screen without

Maximize/Restore — Expand
the window to cover the enti
screen or return a maximized

window back to its previous
size.

[E]) Control Panel Printers

Close — Removes the window
from the screen after you are

DialUp finished using it.
Networking

5. Click the middle Control Button to maximize the window. Click the Control
Button again to restore the window to its original size.

6. Click the Minimize button on the left. Note how the window now shows up as
a button in the Middle Section of the Taskbar. Click on the Taskbar button to
open the window again.

7. Close the window using the last control button on the right.

BEST COPY AVAILABLE .
14
o 6




8. Click on the Start Button on the Taskbar and a menu of choices will pop up
like in the picture below:

9. Click on the Help menu option and another window will appear as shown. For
the next part of the exercise, you will practice using your new skills in
Windows by taking a tour.

M windwe, the Web, and Yo

W‘ Toue T it 2o using Wdoor]
) tyouve uzed winsows behers

@ tnioscing Windowe

B Tips ord sk
@ Tresbkeoreatng

@ Micns Fust i Wirndoves 35

10.Double click on the line with Tour to start the program.

BEST COPY AVAILABLE
15
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11.You will complete only the first two sections of the tour in this exercise. Click
on Starting a Program and carefully follow the instructions on the screen.
When finished with the section, continue to Exploring Your Disk and complete
it. If you would like to go back and review either or both of the two sections,
just click the section and replay it as many times as you like until you are
comfortable with the process.

12. When finished with the two sections of the tour, continue to explore your
computer’s Desktop:

> Examine each Object on the Desktop and describe what it accesses.

> If a window with additional Objects is accessed, examine those Objects
and describe what is accessed.

> Continue until you have a complete inventory of all of the Objects on your

Desktop.
| BEST COPY AVAILABLE
16
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Everything You Always Wanted to Know about Computers But
Were Afraid to Ask — Part 1

ILESSON 1-2: Getting Organized Approx. time: 1 class

ILesson overview]

Students work in this lesson to understand completely file structure and the
organization of files on the computer, so that they know where everything is
located. The concept of saving a file on the hard disk is also explained.

[Students will demonstrate the ability to:]

1. Browse through files and locate specific files. (T/WIN)
2. Create and save a file. (T/PC)

3. Learn and practice new skills. (F/SL)

4. Complete tasks in accordance with instructions. (ES-4)

PPrerequisites:] Lesson 1-1

[Content required:|
1) Explanation of the file structure

a) Folders and files

b) Using Windows Explorer

. 2) Basics for file management

a) Save

b) Save as

c) Copy

Resources:]

Books on Windows 95/98
Videos available of Win 95/98
CDs for 9598 Training

IMaterials checklist]
v Step-by-Step Handout (JMOD1-2-1) for each student

[Equipment checklist;|
v' Computer for each student
v' Computer display projector

Teaching strategy/|

Part 1 — Before Class Instructor Preparation

1. Create a folder on each student computer called IT Practice. Create a file in
WordPad called Welcome to be placed in the folder. This file could contain a

oo 17
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simple greeting to the students from the Job Corps staff or more information
about their computer class.

Part 2 - Preparatory Discussion .

1. Review the concepts covered in Lesson 1-1 and ask the students to describe
in their own words what they learned from the previous lesson.

2. As the discussion continues, begin a list on the board of computers terms to
which the students have been introduced. Have students make their own
copy of the list. Continue to review by having different students explain in
their own words other computer terminology such as: objects, icons, folders,
taskbar, minimize, maximize, etc.

3. Focus on the results of their findings from Lesson 1 in Step 12 of the handout
(JMOD1-1-1). Ask the students to describe or even diagram on the board
what the contents of their computer looks like. Push to see it anyone comes
close to describing the branching concept that will be central in this lesson.

4. Explain that the purpose of this lesson is to further understand how everything
is organized on the computer using a program called Windows Explorer and
to save a file of their own on the computer using the WordPad program.

Part 3 - Hands-On Computer Activity
5. Distribute the handout (JMOD1-2-1) and allow time for the students to read
the information at the beginning of the activity.
6. Introduce the concept of the file structure and relate it to the students’ findings
in the previous lesson.
7. Have students complete Steps 1-3 and study the Exploring window that
appears on their computer.
8. Using the Windows Explorer screen, describe and demonstrate;
* Additional features on the window. For example,
Scroll bars
Up One Level Button
* The hierarchy of folders and files
* What the + and — signs indicate: the expand and collapse features
Instruct the students to watch the demonstrations and repeat the steps on
their computers each time.
9. Provide time for students to complete Steps 4 - 12 on their own. Monitor
student progress and offer assistance if needed.

Part 4 - Classroom Discussion and Demonstration

10.Before students continue to Step 13, explain in depth the distinction between
Save, Save As, and Copy — Each of these commands creates a file, but
explain when a second version of the file is created as opposed to when the
new version merely takes the place of the old version. Demonstrate for the
students numerous examples before allowing them to continue the hands-on
computer activity

18
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IHOT Activities|
. 1. Solicit ideas for safely and effectively creating, saving, and copying files and
have students practice, practice, practice. As new files are created, list these
on the board so students will be able to keep track of them.

iAssessment Methods:]

e Observation by instructor of proper file management techniques by students.

¢ [ndividual results on handout are evaluated by students and instructor.

e Instructor checks computer files on each system and verifies completion and
accuracy in following directions for each student.

e Evaluation by instructor of student participation in class discussions.

Instructor evaluation and comments for improvement
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STEP-BY-STEP HANDOUT
Lesson 1-‘2

If you want to find information in your computer, you need to know how
computers store information. All information on a computer is stored in files —
individually named sets of information. When you enter information, like a letter,
into the computer using a program, you store this information in a document file
(usually just called a document). The documents you create might include
letters, reports, tables, charts, and lists.

As you work, you will probably create a lot of documents. You can organize
these documents in folders. Folders are similar to file folders in a filing cabinet in
the center’s office. Each folder can hold one or more documents. Your folders
are stored on the hard disk, which is like a huge filing cabinet inside your
computer. Your folders and documents can also be stored on a floppy disk. A
floppy disk is like a small, portable filing cabinet for your computer.

Using Windows Explorer, you can search through and get into all the files, folders
and disk drives of your computer.

1. Click Start.
2. On the Start menu, point to Programs.
3. On the Programs menu, click Windows Explorer.

Windows Explorer is divided into two windows. The left window lists the
computers, disk drives, and folders on your system. The right window lists
the contents of what you select in the left window.

3 My Computer File Folder 8/15/97 10:57 PM
3% Floppy (A)) File Folder 3M11/9710:15PM
w38 V5035 (C:) File Folder 1113/97 327 PM

“mssetup.t File Folder 113/97 3:25PM

Acroread File Folder 1/13/57 315 PM

D ica Oine 5.0 : OKB LOG Fie 10/23/39 354 AM

30 - utoerec 1KB MS-DOS BatchFile  10/22/99 5:43 PM

BackstageProjects Frontpg.log 1KB LOG File 10/15/99 3:43PM

Cesguide J Scandisk.log 1KB LOG File 9/6/99 1214 PM

Dbispace.bin €4KB  BIN File 1111/98 4:12PM

Autoexec. 001 1KB 001 File 9/21/98 10:45 AM

Frame 38KB Text Document 7/23/98 314 PM
Conlig.001 1KB 001 File 6/10/98 12:46 PM
second 321KB  Video Ciip 6/4/98 9:41 AM
first 307KB Video Clip 6/4/98 9:39 AM
Inteinet Explorer 4.01 SP1 Setup Frunlog 2KB  Text Document 3/7/381:06 PM
IT Practice Resetiog 1KB  Text Document 3/2/9810:28 AM

Autoexec.bak BAK File 2/27/98 5:26 PM
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4. In the left window of Windows Explorer, titled All Folders, click (C:).

The right window, titled Contents Of ‘(C:)’, lists all the folders and files stored
on your hard disk.

5. Inthe right window, find the IT Practice folder and double-click it.

6. In the right window, which shows the contents of the IT Practice folder, find
the document called Welcome and double-click it.

7. After reading the information in the Welcome file, click the close button in the
upper-right corner of the Exploring window to finish.

Here is another way to find a file on your computer:
8. Click Start.

9. On the Start menu, point to Programs.
10.0n the Programs menu, point to Accessories and click Tips and Tour.

11.Compiete the third section of the tour as shown in the picture. Answer the
following question from the section below:

Finding a File — What was discussed at the meeting?

- Answer:

12. Exit the tour and continue to the next page. BEST COPY AVAILABLE
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13.Click Start.
14.0n the Start menu, point to Programs.
15.0n the Programs menu, point to Accessories and click WordPad.

16. Type the following message in the window:
This is my very first file to be saved on the computer.

Saving a document creates a permanent file on your hard disk or floppy disk so
that you can open the document again, even after you have turned off the
computer and restarted it. When you save your document, you give it a name
that helps you identify the contents of the document. In the following steps, you
will save your file on the hard disk of the computer in the IT Practice folder.

17. Click the Save button on the toolbar at the top of the WordPad window. The
button has the picture of a floppy disk on it as shown below.

18.Under the Save In list box, double-click My Computer and then double-click
the hard disk (C:).

19. Double-click the IT Practice folder. You may need to use the scroll bar to find
the folder.

20.Double-click the File Name text box, type MY FILE, and the click the Save
button.

21.Click the Close box to close the WordPad window and end the activity.

22
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Everything You Always Wanted to Know about Computers But
Were Afraid to Ask — Part 1

ILESSON 1-3: Creating a Document _ Approx. time: 1 class

[Lesson overview:|
In this lesson, students will be introduced to the features of a word processing
program and prepare a letter.

Remember: Depending upon which word processor is installed on your
classroom computers, some of the terminology below may be different.

[Students will demonstrate the ability to:|

1. Use navigational keys and functions to create a new document. (T/WP)
2. Correctly format a letter. (F/D&BC)

3. Clarify when further information is required. (ES-6)

4. Share information and explain procedures to others. (F/D&BC, ES-7)

IPrerequisites:]] Basic computer functions and Windows

IContent required]
1) Understanding the word processing program:
2) Create a new document

|Resources:]

Word processor manual

IMaterials checklist:]

v Step-by-Step Handout (JMOD1-3-1) which may need to be customized by
instructor depending on the Word Processing program used

v Transparency of screen layout of word processing program

v' Transparency of the format of a sample business letter

[EEquipment checklist]

v' Computer installed with a word processing program
v Printer with paper

v" Overhead projector and/or computer display projector

[Teaching strategy]

Part 1 — Introductory Discussion

1. Review the accomplishments of the students in Lesson 2 and address any
areas that need additional attention or explanation before continuing.

2. Explain to the students that during today’s lesson they will learn more about
how to create a document in a word processing program.
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Part 2 - Individual Writing Assignment :

3. Have students compose a handwritten letter requesting information about .
available jobs at a company where they might like to work.

4. Provide guidelines for the content by displaying the transparency of the
format for a sample business letter.

Part 3 - Hands-On Computer Activity

5. Distribute the Step-By-Step handout (JMOD17-3-7) and team students if
possible, so that an already experienced student is working with one with no
experience.

6. Demonstrate the features of the word processing program listed on the
handout in Steps 2 & 3. Allow time students to practice demonstrating to each
other these features.

7. Have the students read about the features of Word Wrap, Scrolling, and
Moving the Cursor.

8. Demonstrate each of the features to the students before they continue with
Step 4. Emphasize that these are the main differences between typing on a
typewriter and typing on a word processor.

9. Monitor the progress of the teams to make sure that everyone completes the
typing of their letter. Offer assistance when required.

HOT Activities|
1. Conduct a discussion comparing other differences between using a word
processing program and using a typewriter. Ask students to analyze the ‘

techniques that they used to type their letters in the word processing program
and how these would be different if they had used a typewriter. Record the
students’ comments on the board. Conclude the discussion by having
students consider the efficiency in time and resources of these differences.

IAssessment methods]

e Instructor observes students working in pairs on the computer (peer teaching
and demonstrating).

e Evaluation by instructor of student’s ability to complete the composition and
typing of his or her letter.

o Contribution of examples to the discussion of how the typewriter is different
from a word processor. '

Instructor evaluation and comments for improvement]
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. STEP-BY-STEP HANDOUT
Lesson 1-3

1. Start your computer and select the word processing program.

A word processing program allows you to use the computer to produce or
modify documents that consist primarily of words or text. Millions of people
use word processing programs every day to create letters, memos, and
reports because they can easily change what has been done. For example,
you can add, delete, or rearrange words, sentences or entire paragraphs.
You can print your document as many times as you like with each copy
looking as good as the first.

Creating a word processing document requires entering text using the
keyboard and the mouse.

2. Locate the following as you look at your word processing program:
Title Bar

Menu Bar

Toolbars

Rulers

Document Marker

View Buttons

Status Bar

V V.V V V V VY

3. Identify basic commands which are available:
» Locate each of the Toolbar Buttons and determine their functions.

» Locate the commands from the Menu Bar.

'8 R
b~

~
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There are three key features used during the creating of a word processing
document:

Word Wrap — provides an automatic line return when the text reaches the
right-hand margin. Unlike a typewriter, you can continue typing and do not
have to press the Return or Line Feed key.

Scrolling — moves the document so you can view any part of it. Using the
mouse, the document can be moved or scrolled up or down behind the
screen window. The screen can also be scrolled left or right for wide
documents.

Moving the Cursor — The cursor is a symbol, such as the left-pointing
arrow or a vertical bar, that indicates where on the screen the next
character will appear. The cursor is moved by using the mouse or by
using the cursor control keys on the keyboard.

4. Practice using the mouse to:
> Point
» Click
» Scroll

5. Type the text for the letter that you composed.

6. If you need to correct any typing errors, position the cursor at the error. Use
the Insert key to add new characters or spaces, the Delete key to remove
characters or spaces to the right, or the Backspace key to remove characters
or spaces to the left.

7. When you have finished typing your letter, save the document using the file
name Letter 1 in your IT Practice folder.

26
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Everything You Always Wanted to Know about Computers But

ILESSON 1-4:] Working with Your Document Approx. time: 1 class

lLesson overview:|

In this lesson, students will print a draft of their letter to be proofread by their
partner. After the editing process has been completed, students will print and
save a final version of their letter.

[Students will demonstrate the ability to:]

Locate and open an existing document. (T/WP)

Print, save and close a document. (T/WP)

Listen effectively. (F/D&BC, ES-5)

Work with a team to peer edit. (F/D&BC, ES-10)

Clarify when further information is required. (ES-6)

Share information and explain procedures to others. (F/TW, ES-7)

ok~

IPrerequisites:] Basic computer functions and Windows

IContent required|

1) Working with an existing document
a) Locate and open

2) Save and print functions

Resources:

Word processor manual
Business manual or proofreading guide

IMaterials checklist]

v' Step-by-Step Handout (JMOD1-4-1) which may need to be customized by
instructor depending on the Word Processing program used

v Student files named Letter 1

v Transparency of the format of a sample business letter

IEquipment checklist:]

v' Computer installed with a word processing program
v Printer with paper

v Overhead projector and/or computer display projector

[Teaching strategy;|

Part 1 — Introductory Discussion

1. Confirm that everyone has a typed version of their handwritten letter from
Lesson 3 saved on the computer under the file name Letter 1.

< R
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2.

3.

Explain to the students that during today’s lesson they will proof the letter they
have composed and print a final copy to be turned in to the instructor.
Ask students to choose a partner to work with during the next activities.

Part 2 - Hands-On Computer Activity

4,
5.

Distribute the Step-By-Step handout (JMOD1-4-1) to every student.

Review the types of proofreading functions offered in the handout. Give
students examples of each kind of error and ask students to identify other
examples.

Display the transparency of the business letter for them to use when checking
format, spacing, and margins of the letter they are proofing.

Monitor the progress of the pairs to make sure that everyone completes the
proofing of their partner’s letter. Offer assistance when required.

HOT Activities:

1.

Have students read their letters to the class. Ask the class members to listen
carefully to the requests that are made in each letter and to rate them based
on effectiveness. From their comments, develop a list of guidelines for good
writing that the students could choose whenever preparing a similar business
letter.

Ask students to write a second letter and produce a final copy without the
proofreading help of a partner. Suggest possible topics such as a request for
a job application from another company, a request for a free evaluation copy
of a software program from a manufacturer, or a request for sponsorship of a
Job Corps sports event.

IAssessment methods:|

Instructor observes students working in pairs on the computer (peer teaching
and demonstrating).

Evaluation by instructor of student’s ability to complete the proofreading
assignment and typing of his or her letter.

Instructor observes contribution by the students to the discussions about
ways of improving their letters.

Evaluation by instructor of second letter produced by the students that
incorporate guidelines for good writing.

Instructor evaluation and comments for improvement:|
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. STEP-BY-STEP HANDOUT
Lesson 1-4

1. Start your computer and select the word processing program.
2. Open the file Letter 1 located in the IT Practice folder.

3. Print one copy of your letter using the Toolbar.

4. Exchange copies of your letter with your partner for proofreading.
The purpose of proofreading is to ensure that the letter contains
no typing errors or confusing sentences.

5. Use the following checklist to guide you during the proofing of your
partner’s letter:
> Read the entire document carefully.
Check for proper grammar.
Check for correct punctuation.

Check for correct capitalization.

>

>

» Check for correct spelling.

>

» Check for proper spacing and margins.
>

Check sentences to see that they are complete.

6. If you find an error or change that is required in the letter you are
proofing, circle and write an explanation for your partner.
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7. After you have completed proofreading the letter, return it to your

partner.

8. Complete the changes that are required to correct any errors or to
improve any confusing language in your letter.

Remember: If you need to correct any typing errors, position the
cursor at the error. Use the Insert key to add new characters or |
spaces, the Delete key to remove characters or spaces to the
right, or the Backspace key to remove characters or spaces to the
left.

9. Save the revised letter as Letter 2 in the IT Practice folder using
Save As on the File Menu.

10. Print one copy of the new letter (Letter 2) to turn in along with
the copy of the proofed letter (Letter 1).

1. Close the document and the word processing program.
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Everything You Always Wanted to Know about Computers
But Were Afraid to Ask — Part 1

ILESSON 1-5:] Previewing the 'Net Approx. time: 1 class

lLesson overview:|

In this lesson the Internet is explained and students have an opportunity to
explore different web sites.

Students will demonstrate the ability to]

1. Use an Internet browser to start and move between Web pages. (T/INT)
2. Conduct simple searches on the Internet. (T/INT)

3. Follow directions and effectively apply new skills. (ES-4, F/SL)

PPrerequisites]] Basic computer functions and Windows

IContent required;|
1) Description of basic Internet functions
2) Examples of personal and business use of the Internet

Resources:

Any Internet browser
Numerous web sites appropriate for student viewing

IMaterials checklist:]
v Handout of Activity Sheet (JMOD1-5-1) for each student

[Equipment checklist:|
v Computer projection system

[Teaching strategy;|

Part 1 — Introductory Classroom Discussion

1. Introduce the lesson and ask the students to describe what they think the
Internet is. Record their ideas on the board. For example: “the Internet is like
a huge library.”

2. Ask the students what they think a browser is and to give an example of any
they might have used. Again, record their ideas on the board. Using the
library example, “a browser lets you into the library and can direct your time
there.” Internet Explorer and Netscape are two of the most popular browsers
people use.

3. Explain that each place you go to on the “net” is a site; there are millions of
them! But to accomplish finding the sites, a Search Engine is used like a card
catalog. It will enable you to find many matches for the topic you type into the
little box. You get a list of sites with little explanation of what is really there, so

e L 3 1
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you have to go there to see for yourself.

4. Discuss the applications of the Internet in business and for personal use. For
example, ask if any students have purchased items over the Internet. Probe
the students for other ways that the Internet has changed the way we do
business. Record these ideas on the board.

Part 2 - Hands-On Computer Activity

1. Distribute the Activity Sheet (JMOD1-5-1) to all of the students.

2. Before they begin the activities, ask the students what they would like to find
on the Internet. Guide them through the development of five (5) categories
that are of interest to the class and would provide search opportunities that
are acceptable. Try to develop major categories which include subsets. For
example: Planets/Mars

Dogs/Greyhounds

3. Demonstrate how to access the web using the browser and a simple search
for the students, similar to what they will be doing on the Activity Sheet.

4. Have the students follow along during the demonstration on their own
computers and then begin their practice with the Activity sheets.

5. As the students complete the Activity sheets, monitor closely their progress
and the sites which they are accessing.

HOT Activities:|

1. After all of the students have finished the Activity Sheet, gather the class
together to conduct a round table discussion about their "web travels". Go
around the group asking each student to describe one site (why it was
chosen, what they liked/didn't like about it). Repeat four more times until all of
the sites visited by the students have been described. If possible, rank the
sites and develop a top-ten list.

IAssessment methods:|

¢ Instructor observation of each student's progress and capability to perform the
basic Internet functions.

e Peer assessment of web sites.

e Assessment and feedback provided by instructor of completed Activity sheet.

Instructor evaluation and comments for improvementj
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Activity Sheet
Lesson 1-5

1. Open the browser, go to Search (or Net Search), and then to
AltaVista or another popular search engine.

2. Practice:

Do a simple search on the term music:

= List the number of ‘matches’ found:

= Select a site and explore it.

= Print out one page only from the site.

Use the Back button, maybe several times, and return to the
home page of the search engine.

Do another search on musicals:

= List the number of ‘matches’ found:

=  Why are there fewer ‘matches’?

3. Repeat the above steps for searching the Internet for each of the

five topics chosen by the class and record your results below:
Search #1

Do a simple search on :

= List the number of ‘matches’ found

= Select a site and explore it.

= Print out one page only from the site.

Use the Back button, maybe several times, and return to the
home page of the search engine.

Do another search on

= List the number of ‘matches’ found

=  Why are there fewer ‘matches’?

Search #2

Do a simple search on
= List the number of ‘matches’ found

= Select a site and explore it.

= Print out one page only from the site.

Use the Back button, maybe several times, and return to the
home page of the search engine.

Do another search on

= List the number of ‘matches’ found

=  Why are there fewer ‘matches’?

('J
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Search #3

» Do a simple search on
» List the number of ‘matches’ found
= Select a site and explore it.
= Print out one page only from the site.

= Use the Back button, maybe several times, and return to the
home page of the search engine.

* Do another search on
» List the number of ‘matches’ found
= Why are there fewer ‘matches’?

Search #4

» Do a simple search on
» List the number of ‘matches’ found
= Select a site and explore it.
= Print out one page only from the site.

= Use the Back button, maybe several times, and return to the
home page of the search engine.

» Do another search on
» List the number of ‘matches’ found
» Why are there fewer ‘matches’?

Search #5

» Do a simple search on
= List the number of ‘matches’ found
» Select a site and explore it.
= Print out one page only from the site.

= Use the Back button, maybe several times, and return to the
home page of the search engine.

» Do another search on
» List the number of ‘matches’ found
»  Why are there fewer ‘matches’?

4. Quit and exit the program.

5. Turn in the completed handout along with the printouts of the sites
you explored at the end of the class.
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Everything You Always Wanted to Know about Computers But
Were Afraid to Ask — Part 1

ILESSON 1-6: Saving and Editing from the Web Approx. time: 1 class

lLesson overview:|
In this lesson, students will find an article on the Web and save it in their word
processor after editing.

[Students will demonstrate the ability to:]

1. Use an Internet browser to edit text and to save to the hard drive. (T/INT)
2. Save images from a Web page in a word processing document. (T/INT)
3. Work effectively with a partner. (F/TW, ES-10)
4
5

. Follow directions and effectively apply new skills. (F/SL, ES- 4)
. Access information from computers. (ES-13)

IPrerequisites:| Lesson 1-5

IContent required:|
1) How to copy text and paste into a word processor.
2) How to copy images and paste into a word processor

Resources:

The Internet for Dummies, John Levine
Reference Manuals for the browser that is being used.
Web sites for a variety of different industries that may be of interest to the class

Materials checklist:|
v Step-by-Step handout (JMOD1-6-1) which may need to be customized

[Equipment checklist]

v' Computer with Internet access and browser
v Printer with paper

v' Computer overhead projector

[Teaching strategy]

Part 1 — Introductory Discussion

1. Review the results of the searches in Lesson 1-5.

2. Explain the purpose of the today’s lesson and ask the students to identify
ways which they think they might be able to copy and paste from the Web into
the word processing program.

3. List the steps on the board as they come up with the correct ones for copying
and pasting from one application to the other.
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Part 2 — Hands-On Computer Activity

4.

5.

6.

7.

8.

Distribute the Step-by-Step handout (JMOD1-6-1). Allow students to work in
pairs but each student should find their own article.

Review the information about Home pages and URLSs as the students read
their handouts.

Help the class develop or provide ahead of time a possible list of web sites
that they may visit to get an article of interest. Suggest that they look at
company web sites for jobs or job openings within their community. Allow
time for students to search for sites and list these on the board also.
Instruct the students to fill in their choices of sites under Step 3 on the
handout.

Monitor the progress of the students and offer help when needed.

HOT Activities:|

1.

Conduct a round-able discussion on the articles and images found on the
Internet. Ask the students to display their documents with the articles and the
images for the rest of the class to see. Have students with popular articles or
images share those URLs with their classmates.

Instruct students to repeat the steps of the handout individually using a
different web site. Encourage them to look at one of the other popular web
sites identified during the class discussion

IAssessment methods:]|

Observation by instructor of students working together in pairs.

Assessment by instructor of printouts turned in by all students.

Observation by instructor of classroom participation in round-table discussion.
Evaluation by the instructor of the student’s ability to repeat and successfully
complete the step-by-step assignment individually.

Instructor evaluation and comments for improvement|
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. STEP-BY-STEP HANDOUT
Lesson 1-6

1. Open your word processing program and create a new file.

2. Save the new file as Web Info in the IT Practice folder and minimize.

Every web site consists of a collection of related web pages. Most web sites
have a starting point called a home page. The home page is like a table of
contents for the site and generally provides information about the site's
purpose and content.

Every web page at a web site has a unique address called a URL. URL
stands for Uniform Resource Locator. The four parts of a URL are
explained below:

A B C D

http:/ .microsoft.com Vproduct J/index.htm

A - Protocol: rules used to transfer data

. B - Domain name: identifies the computer that stores the web pages
C - Directory path: identifies the folder where the web page is stored

D - Document name: name of web page

3. Open the internet browser and access one of the sites listed below by typing
the URL:

4. Find an article which is related to one of your interests.

5. Select the information you want to capture by clicking the mouse at the
starting location, dragging to highlight the desired text, and choose Edit, and
Copy from the top Menu Bar of the browser.

6. Maximize the document file in the word processor and choose Edit and Paste
. from its top Menu Bar. |
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7. Edit the article by re-phrasing or adding something to the content article.

8. Minimize the document and return to the web site article.

9. Find an image or picture that you would also like to include with your article.

10.Click and hold the mouse button down on the image. A pop-up menu will
appear; let mouse up on “Copy this image”. The image is copied to

Clipboard in the word processor.

11.Return to the document file (maximize it again) and place mouse where you
want the image.

12.Choose Edit and Paste.

13.Save the changes to your document and print a copy to turn in.
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Everything You Always Wanted to Know about Computers
But Were Afraid to Ask — Part 1

ILESSON 1-7] E-mail Mania Approx. time: 1 class

lLesson overview:|
One of the most popular features of the computer today is the ability to have E-
mail. Students send, receive and reply to e-mail messages in this lesson.

[Students will demonstrate the ability to:]

1. Explain the purpose and basic features of e-mail systems. (T/E-M)

2. Send, receive, reply, forward, save, and delete messages. (T/E-M)

3. Listen effectively and follow directions. (ES-4, ES-5)

4. Communicate clearly and concisely in a business environment. (F/D&BC)

PPrerequisites:]] Basic computer functions and Windows

IContent required:]
1) Purpose of e-mail
2) Basic commands and uses

Microsoft QOutlook '97 Field Guide and Outlook ‘97 At A Glance, both by
S.L.Nelson, Microsoft Press
http://www.microsoft.com/products/prodref/608_ov.htm

Materials checklist]

v' Transparency and/or handouts of Activity Sheet (JMOD1-7-1)

v E-mail account software for student use

v" An instructor e-mail address available for receiving e-mails from the class

[Equipment checklist:]
v Computers with Internet connection
v Overhead projector

[Teaching strategy:|
Part 1 - Introductory Discussion
1. Introduce the topic of e-mail with a short discussion focused around the
purpose of e-mail: For example:
* What does the term e-mail mean? (electronic mail)
= What is its purpose? (Quick, effective, focused communication)
* How does it work? (A computer with an e-mail software program, a
browser and an Internet connection is able to communicate with any other
. computer that has e-mail capacity, a browser, and an Internet connection.)
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2. Demonstrate each of the basic functions of e-mail use for the students using
the computer projector and have them watch as the process is explained.
Emphasize that all e-mail systems have common functions and give
examples such as send, receive, reply, address books, etc.

Part 2 — Hands-On Computer Activity

3. Have students open the e-mail software program and set up an e-mail
account for use in the classroom. (There are several free e-mail services such
as HotMail and Juno.) Help them determine an acceptable account name
along with their personal password.

4. List the account name for each student on the board and show how these are
entered into the instructor’'s account address book.

5. Compose a simple, business-like e-mail message and demonstrate sending
the same message to every student in the class.

6. Distribute the Activity Sheet (JMOD1-7-1) to all of the students. Have students
begin the activities by looking for their message.

7. Instruct students to reply to their message with another simple, but business-
appropriate message.

8. Monitor carefully the progress of the students as they practice each e-mail
function.

HOT Activities:|

1. Have students pretend they have daily access to e-mail capability. Assign
them to develop a list of five to ten ways they could utilize this in their daily
lives: for fun, friendship, class and/or family purposes. Have students share
their lists with the class as part of discussion.

IAssessment methods:|

e An activity identical (with a different e-mail reply-to-person) to the above can
be designed, having each student work by him/her self to demonstrate
mastery.

e Evaluation and feedback by the instructor of the students' results on the
Activity Sheet.

o A follow-up piece to this assessment could include a short exercise that asks
students to explain in 1-2 sentences, in their own words, how to:

» Locate e-mail software programs on the computer
» Open e-mail software
» Open, reply to, forward, save and delete messages

Instructor evaluation and comments for improvement;]
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¢ Activity Sheet
Lesson 1-7

1. Retrieve your e-mail message and print a copy.

2. Type a response to your e-mail and print a copy.

3. Send your Reply.

4. Enter the e-mail accounts for these people in your address book:
= Your Instructor
= The student on your right

= The student on your left

5. Create a new e-mail message and send to the student on your
right.

. 6. When you receive another e-mail message, forward the message
to the student on your right after you have finished reading it.

7. Print the message received from the student on your right and
then delete it.

8. Repeat Step #5, but this time send the e-mail message to the
student on your |eft.

9. E-mail your instructor with a message saying that you are finished
with the exercises.

10. Turn in all of the copies of your printed e-mail messages to the

instructor.
v 41
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Everything You Always Wanted to Know about Computers But
Were Afraid to Ask — Part 1

ILESSON 1-8:] Sending Good E-mail Messages Approx. time: 1 class

lLesson overview!]

Students will write, send, and print concise e-mail messages within established
guidelines in this lesson.

iStudents will demonstrate the ability to]

1. Compose e-mail according to organization’s guidelines. (T/EM)

2. Access and use information from manuals and computers. (ES-13)
3. Enter addresses and print messages. (T/EM)

4. Use appropriate language, style, and format for audience. (F/D&BC)

IPrerequisites] Lesson 1-7

{Content required:]

1) Guidelines for e-mail use

2) Use of address book

3) Use of the print button or select Edit, then print.

Resources:

Web sites for industries in which the students are interested. For example, many
trade organizations have a web site for members and potential members as well
as specific corporations maintain web sites to lure potential employees.

IMaterials checklist:|

v' Example of e-mail policy guidelines for center, if available
v' E-mail Assignment: Assessment Checklist (JMOD1-8-1) for each student

[Equipment checklist;|
v' Computer with Internet and e-mail access

[Teaching strategy]

Part 1 — Introductory Discussion

1. Introduce the lesson with a discussion about guidelines for good e-mail. Use
examples from the center's e-mail policy if available. Ask students to add to
these examples or provide a list, such as:
= Don’t send jokes.

Only include relevant return text.

Check your addresses to verify the message is going to the right person

Check your spelling.

Eliminate cute sayings.

Stop when it's over — act like it costs money to send a message.

[y ]
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2.

Explain to the students that they are going to compose an e-mail message
similar to the letter that they wrote in Lesson 3 & 4. However, this time they
will send the content electronically.

Part 2 - Hands-On Computer Activity

3.

4.

5.

Ask students use the Internet to find a web site for a company that listed job
information and note the webmaster's e-mail address.

Instruct students to open the e-mail software and under “Compose” select a
new message. '

Distribute the Assessment Checklist (JMOD1-8-1) to the students for them to
review. Discuss the categories on the checklist and the style of their
message: Tailoring the format to suit the intended audience, be it business-
like, informal, or “finding-a-job-formal’! Conclude the discussion by having
them compare how their e-mail message will differ from the formal letter of
request that they prepared earlier.

Ask students to write a message to the webmaster of the site that they found.
Remind students to introduce themselves during the message and to keep in
mind the guidelines for good e-mail.

Request that students print out their e-mail message and proof before
sending. Once the message has been edited, have the students send and
print a copy to be turned in along with their Assessment Checklist.

HOT Activities?].

1.

2.

Assign students the task of completing their address book with the names of
the rest of the students on their own.

Have students make an electronic edition of a flyer and send to the entire
class. Encourage them to cover a topic in which the students would be
interested, such as upcoming social or sports events on campus.

IAssessment methods:|

Use the E-Mail Assignment Handout (JMOD1-8-1) to grade the printed message

for:

Conciseness

Correct grammar and complete, intelligent, interesting sentences
Spelling accuracy

Completeness of message

Instructor evaluation and comments for improvement:|
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E-MAIL ASSIGNMENT:

ASSESSMENT CHECKLIST
Student:
1. Correct e-mail address and set-up of document to be created:
2. Sentences: Short, simple, easy to understand, and concise:
3. Designation and use of correct priority level
4. Correct grammar, sentence structure and spelling
5. Content: Clear message

2-3 well-constructed paragraphs

Humor or interest-producing thoughts
Appropriate tone and language for business
Courteous and engaging style

Total

NORTHWEST CENTER FOR EMERGING TECHNOLOGIES

10pts

15pts

5pts

20pts

10pts
10pts
10pts
10pts
10pts

100pts
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Everything You Always Wanted to Know about Computers But
Were Afraid to Ask — Part 1

ILESSON 1-9: Help Is Always There Approx. time: 1 class

lLesson overview:|

Students practice using the Help features to determine the kinds of information
that are available on-line for their use instead of computer manuals.

[Students will demonstrate the ability to]

Use Help to learn about specific procedures. (T/WIN)

Ask for clarification when further information is needed. (ES-6)
Create folders and organize files on disks and in folders. (T/WIN)
Follow instructions to complete assignment. (ES-4)

Copy files to a floppy disk. (T/PC, ES-13)

Share information and explain procedures to another person. (ES-7)

I e

IPrerequisites:| Lessons 1-1, 1-2, 1-3, and 1-4

IContent required:]

1) Introduction to Help options

2) Using Help to create folders

3) Using Help to move and copy files

Resources:

Online Help in Windows 95/98

IMaterials checklist]

v’ Step-by-Step Handout (JMOD1-9-1) for each student

v' Student files including Letter 1 and Letter 2 produced in Lessons 3 and 4
v' Floppy disk for each student

[Equipment checklist;|
v' Computer for each student
v' Computer display projector

Teaching strategy:]|

Part 1 — Review Discussion

1. Begin the lesson by reviewing important concepts covered, such as file
structure, folders, icons and objects, etc. Ask different students to contribute
explanations in their own words.

2. Explain to the students that this lesson will show them how to figure out
functions in Windows using of Help along with giving them more practice
organizing the files on their computer.
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Part 2 — Hands-on Computer Activities
3. Distribute the Step-by-Step handout (JMOD17-9-1) to all of the students.

Before they begin the exercises, have them read through the handout and
ask questions about any of the tasks. Be sure that they understand the
difference between moving and copying files.

Once the students start the exercises, monitor their progress closely. Offer
assistance when necessary.

HOT Activities:

1.

Upon completion of the handout, conduct a group discussion to identify the
steps needed to accomplish the copying of files to a floppy disk. As students
identify steps, record these on the board. Ask students to compare these
steps to the ones that they used. Probe the students to find if other methods
were used. Conclude by discussing the pros and cons of different methods
for copying files (i.e. using Windows Explorer vs. file menu).

Have students continue to organize their computer system by creating
additional folders to contain files for future lessons or center activities or by
moving more files to a better folder.

IAssessment Methods |

Observation by instructor of students completing the handout and
participating in the group discussion.

Instructor assessment for accuracy and completeness of procedure prepared
by students to copy files.

Instructor verification of students’ successfully completing the organization of
their computer files.

Instructor evaluation and comments for improvement;|
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STEP-BY-STEP HANDOUT
Lesson 1-9

1. Click the Start Button on the Taskbar.
2. On the Start menu, point to Programs.
3. On the Programs menu, point to Accessories and click on Tips and Tour.

4. Complete the last section of the tour titled “Using Help” as shown in the
picture.

5. Using the Help index, find the information for creating a new folder.

6. Print out the display with the information.

7. Follow the directions to create a new folder using your first initial and last
name to label the folder.

8. Within your folder, create another folder labeled JOB INFO.

BEST COPY AVAILABLE
47
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9. Using the Help index, find the two ways that you can move files (or folders).

10. Print out the displays for each of the methods for moving files.

11. Practice each method as you move all of your files from the IT Practice
folder to the folder with your name on it.

12. Move the files Letter 1 and Letter 2 to the JOB INFO folder.

13. Copy all of the documents in the two new folders to one floppy disk. (Be sure
to label the floppy disk with the contents.)

14.List below each step used to accomplish the copy procedure:

N T TP T 48
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Everything You Always Wanted to Know about Computers But}
Were Afraid to Ask — Part 1

ILESSON 1-10: Look -- There's More! Approx. time: 1 class

lLesson overview:|

Today's computers are capable of doing all kinds of interesting things. Students
work in this lesson with some of the basic features in the Windows Accessories
category to produce a simple document, to add a short list of numbers, and to
create an original drawing. Additional demonstrations of other capabilities of the
computer (such as playing sounds or music) are also included.

iStudents will demonstrate the ability to:]

1. Use desktop accessories. (T/WIN)

2. Follow directions required to complete multiple tasks. (ES-4, ES-15)
3. Take initiative to practice new skills. (F/SL, ES-8)

IPrerequisites:] Lessons 1-1, 1-2, and 1-8

IContent required:|
1) Uses of Accessories:
a) WordPad
b) Calculator
c) Paint
2) Preview of multimedia capabilities

Resources:]

Books or manuals on Windows 95/98
Online Help in Windows 95/98

Materials checklist:]
v’ Step-by-Step handout (JMOD1-10-1) for each student
v’ Transparency and handout of Activity Sheet (JMOD1-10-2) for each student

[Equipment checklist]

v' Computers for students

v’ Printers with paper

v Overhead and Computer Projectors

[Teaching strategy]

Part 1 — Introductory Discussion

1. Review the exercises completed in the previous lesson and ask the students
if all of the new procedures were clear to them. During the review it might be
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necessary to demonstrate again some of the exercises for the entire class.
Have students perform these demonstrations whenever possible.

Explain that the purpose of today’s lesson is to experience even more of the
ways that a computer can make them productive in a job or in their personal
life. Maybe, even have some fun!

Part 2 - Hands-on Computer Activities

3.

4.

Distribute the Step-by-Step handout (JMOD1- 10-1) and provide time for the
students to practice the use of switching windows.

Distribute the Activity Sheet (JMOD1-10-2). Allow enough time for the
students to read the instructions and ask any questions they might have.
Develop ahead of time (or with the students) the category or categories of
items to be included in a supply list. For example, the list could be of supplies
needed for some type of job (office, medical, construction, automotive), for
computer equipment, for clothing, etc.

Before students begin completing the activity sheet on their own, demonstrate
how to access the Accessories and perform a simple walk-through of each of
the programs -- Wordpad, Calculator, and Paint. Explain how each program
will help the students accomplish the tasks on their Activity Sheet.

IHOT Activities:]

1.

Once the students have completed the Activity Sheet, give them the
opportunity to use the rest of the available class time to make more examples
of printed lists with correct calculations and drawings. Determine a scoring
scheme for extra credit based on the complexity of each new example.

Ask students to demonstrate some of the Multimedia features in Accessories
like the Sound Recorder or CD player and encourage the students to try them
after completing their assignment.

IAssessment Methods:|

Observation of students accomplishing tasks outlined in the Step-by-Step
handout and Activity Sheet.

Written evaluation and feedback from instructor to the Activity Sheets
prepared by students.

Assessment of students’ initiative taken to produce additional lists and
demonstrate use of multimedia features.

Instructor evaluation and comments for improvement:|
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'
STEP-BY-STEP HANDOUT
Lesson 1-10
1. Click Start.
2. On the Start menu, point to Programs.

3. On the Programs menu, point to Accessories and click on Tips and
Tour.

1. Complete the section of the tour titled “Switching Windows” as
shown in the picture.

BEST COPY AVAILABLE

Sl
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Activity Sheet
Lesson 1-10

1. Develop a list of ten (10) supplies with the approximate costs.
Type the list in Wordpad and print a copy of your results.

For example: Pair of scissors, $7.95
Roll of masking tape, $1.50

2. Using the computer's calculator, add up the costs of the list of 10
items and write the total in the bottom right-hand corner of your
printed copy. '

3. Using the Paint program, draw a simple picture (as best as you |
can) of one of the items on your list and print out your results.

4. Turn in your two (2) pages with your name in the top left-hand
corner of each page to the instructor when finished.

W by ;a a%f’;\h’\ ?. 4" Cv
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Module 2:

Developing a Newsletter
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Module 2 - Developing a Newsletter

lLearner Outcomes:|

Word Processing

1. Keyboard at a proficient rate.

2. Format documents, edit documents, and use tables.

3. Create simple word processing documents such as letters, memos and basic
reports.

Team Work

4. Organize and work in a team setting.

5. Recognize expertise and to learn from others, and demonstrate collaborative
decision-making.

6. Work and communicate effectively with persons of different backgrounds.

Task Management

7. Organize and prioritize multiple tasks in the most effective way.

8. Allocate time and resources according to task complexity and priority.
9. Evaluate task outcomes and continuously improve process.

Documentation and Business Communication

10. Explain the purpose and process of communication (oral and written) in
organizations.

11.Create and present accurate and effective communication (oral and written)
tailored to the specific purposes and needs of the audience.

IPrerequisites:|
Keyboarding experience; knowledge of basic computer functions and Windows

[Total Class Time:] Approximately 20 hours

[Outside readings and other resources:|
Basics of Business Writing, AMACOM

Communicating for Success, Southwestern Publishing Co.

Word 97 for Windows for Dummies, Dan Gookin

Word 97 for Windows for Dummies: Quick Reference, Peter Weverka
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Module 2 - Developing a Newsletter,

IModule overview:

In this module you will learn the features of a word processor as you develop a
professional-looking, business document such as a newsletter. The abilities to
use a word processor and to communicate effectively are very important in many
different types of jobs.

A newsletter is a great way to tell a group of people many different stories all at
once. Many families use a newsletter during the holidays to inform relatives and
friends about all the events of the past year. Most clubs and churches also
produce newsletters, usually on a monthly basis, to let their members know
about activities and up-coming events. And, there are newsletters for every topic
imaginable. Just try a simple search on the Internet to see all of the ones
available!

The newsletter that you create will be two pages in length and require printed
envelopes for mailing. Throughout the lessons you will practice writing and
editing articles for your newsletter as well as enhancing the look and presentation
of the information with pictures, charts, and tables.

For your portfolio, you will produce:

A professional memo and a business letter.

Edited and formatted articles.

A work plan for producing the newsletter.

An attractive newsletter and envelopes with printed mailing and return
addresses.

N

ILesson Titles:|

= 2-1 Developing a Professional Document
2-2 Writing Your Articles

2-3 Editing Your Articles

2-4 Making It Look Good

2-5 Making It Look Even Better

2-6 Is It Manual or Automatic?

2-7 Designing the Newsletter's Layout
2-8 Adding Additional Content

2-9 Previewing the Rough Draft

2-10 Completing the Finished Product

"
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Developing a Newsletter

ILESSON 2-1] Developing a Professional Document Approx. time: 1 class

lLesson overview]

In this lesson, students will be introduced to the features of the word processing
program being used and explore prepared document files. This will also be an
opportunity to gain insight into the role of communication in organizations.

Remember: Depending upon which word processor is installed on your
classroom computers, some of the terminology below may be different.

Sample documents using the International Recording Company (IRCO) are
provided throughout the lessons if you would like to use a business simulation
and are referenced in the optional sections marked IRCO Simulation.

IStudents will demonstrate the ability to]

1. Present the different forms of communication and their respective purpose in
the organization. (F/D&BC)

2. Use navigational keys and functions. (T/WP)

3. Clarify when further information is required. (ES-6)

4. Share information and explain procedures to others. (ES-7)

Prerequisites:| Basic computer functions, Windows, and keyboarding

[Content required|
1) Role of communication in organizations
2) Different forms of formal business communication
3) Brainstorming techniques for writing
4) Understanding the word processing program:
a) Screen layout
b) Using the mouse
c) Choosing commands
d) Using dialog boxes

lResources:[

Word processor manual
Business textbooks (if available)
The Basics of Business Writing, Marty Stuckey

Materials checklist:]

v Module 2 Overview (JMOD2-Ovr) handouts and transparency

v' Step-by-Step Handout (JMOD2-1-1) which may need to be customized by
instructor depending on Word Processing program used

r:' ~\
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v' Transparency of screen layout of word processing program or projection unit
for computer display

v' Examples of actual business memos, faxes, letters, reports and newsletters

v Sample of IRCO Simulation Overview (JMOD2-1-2)

[Equipment checklist]

v Computer installed with a word processing program
v' Printer with paper

v Overhead projector

v Computer display projector

[Teaching strategy]

Part 1 - Classroom Discussion
1. Distribute the handout of the Module Overview (JMOD2-Ovr) and explain the
purpose of the module as the students read along.
2. Discuss the role of communication in different types of organizations. For
example:
= Establishes a feeling of unity between departments/branch/employees/
administrators

= Communication should be kept relevant to the subject

= Speed in giving feedback is essential .

= Itis clear, engages one's attention, targeted to audience, and enjoyable (if
possible)

3. I|dentify the different forms of formal business communication, such as:
memos, faxes, letters, reports, and newsletters. Company newsletters keep
everyone informed and are an efficient method of communication for policy
items, personnel, social events, etc.

4. Pass around actual samples of the above for students to see.

5. Help the class develop a list of rules for good organization and
communication (accurate, free from errors, etc.) and display for the length of
the module on the white/black board.

6. Develop a theme for the newsletters with the students. The content could be
based on events at the center, on an organization or business in which the
students are interested, or on the IRCO Simulation.

IRCO Simulation-Optional

= Distribute the IRCO details (JMOD2-1-2) and give the students time to review
the information.

= Ask students to identify background information on the company and
requirements for the newsletter as stated by Jordan. Students should
remember that the newsletter 1) will be sent to several branches in US and
world-wide, 2) must not exceed two pages, and 3) must have as many articles
as possible from different employees.

Q7
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Part 2 - Hands-On Computer Activity

7.

9.

Distribute the Step-By-Step handout (JMOD2-1-1) and team students if
possible, so that an already experienced student is working with one with no
experience.

Review basic operations for use of computer, if necessary:

= start-up

= selecting an icon on the desktop

= opening the word processing program

Allow students to demonstrate to each other the features of the word
processing program listed on the handout.

10.Observe the students as they complete the steps of locating, opening,

closing, saving and printing the specified sample files.

IHOT Activities:]

1.
2.

3.

Direct students to analyze the contents of other folders where they might
explore additional types of document files.

Have students develop their own original drawing of the screen layout of the
word processing program being used with parts labeled correctly.

Instruct students to analyze each category of menu commands, identify the
most commonly used commands, and develop a quick reference guide listing
the function of each command chosen.

Assign students the task of bringing in an example of a business document
published in a newspaper or magazine (such as a letter to the editor), and
preparing a written evaluation of its effectiveness.

IAssessment methods:

Instructor observes students working in pairs on the computer (peer teaching
and demonstrating).

Evaluation by instructor of student drawing of screen layout. Display of best
examples.

Evaluation by instructor and other students of best quick reference guides.
Contribution of example of business document by students and evaluation by
instructor of written evaluation.

Instructor evaluation and comments for improvement|

ol
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STEP-BY-STEP HANDOUT
Lesson 2-1

1. Tum on your computer.
2. Select the word processing program.

3. Find the following on the computer screen:
Title Bar

Menu Bar

Toolbars

Rulers

Document Marker

View Buttons

Status Bar

vV V V V V V V¥V

4. Use the Mouse to:
> Point
> Click
» Drag
> Change Pointer Shapes

5. Review Commands which are available:
> Use Toolbar Buttons
» Choose Commands from Menus
» Choose Commands from Shortcut Menus
> Try Shortcut Keys

6. Exit the word processing program.

- 998
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Developing a Newsletter for the Company

Lesson 2-1

IRCO Simulation]

Putting You in the Picture: As a new Production Assistant with International
Recording Company (IRCO), you have an opportunity to participate in a variety
of company activities. With branch offices in several cities in the US and
overseas, as well as fewer than 100 employees, there is always a need for your
help whether it's in Administration, Marketing, Recording, or any other of the
many departments. IRCO’s President, Jordan Ono, along with the talented
management team of Leslie Thompson, the Vice President of Marketing; Darryl
Hughes, the Administrative Assistant to the President; and Jo Santiago, the
Production Manager, is always seeking ways to improve the company.

Here you are now -- your first month at work! The CEOQ, Jordan Ono, tells you
that the company has now grown to the point that they need a company
newsletter and that you are to produce this newsletter every month. He assumes
that you have the computer skills to accomplish this task. You don't, but you tell
him you'll learn, and will have the first newsletter on his desk as soon as
possible. Darryl Hughes, his Administrative Assistant, will provide any
information or guidance you might need throughout the process.

Jordan told Darryl that he would like your finished product to be an attractive two-
page newsletter that focuses on current and new employees. In addition, since
IRCO has overseas and nationwide offices to which you’ll need to send the
newsletters for distribution to the employees, it will be necessary also to print
envelopes and labels for mailing to each of the offices.

Darryl sent out a request to every employee to submit something to include in the
first company newsletter. Since nearly everyone responded, you'll have to make
a decision as to which articles to include, shorten, or hold for the next publication.
Plus, many need editing.
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Developing a Newsletter

ILESSON 2-2:] Writing Your Articles Approx. time: 1 class

IlLesson overview:|

Students will practice file management procedures and develop the text for a
document which will be created.

IStudents will demonstrate the ability to:|

1. Create business documents in standard formats and styles. (T/WP)
2. Create, edit, save, retrieve, and print documents. (T/WP)

3. Evaluate the work of others and give constructive feedback. (F/TW)
4. Follow directions to accomplish assignment. (ES-4)

IPrerequisites:] Lesson 2-1

IContent required:|
1) Working with documents:
a) Create a new document
b) Locate and open an existing document
c) Print, save, and close a document
d) Use Help screens

Resources:

Word processor manual
Business textbooks (if available)
The Basics of Business Writing, Marty Stuckey

IMaterials checklist:|
v' Sample of IRCO Simulation Step-by-Step Handout (JMOD2-2-1)
v' Sample of IRCO Simulation Memo from Darryl (JMOD2-2-2) handout
v' Samples of IRCO Simulation files loaded on network server
+« Darryl’'s Memo file (JMOD2-2-2)
> Reply to Darryl's Memo file (JMOD2-2-3)

[Equipment checklist:]

v' Computer installed with a word processing program
v Printer with paper

v' Overhead projector

v' Computer display projector

[Teaching strategy|
Part 1 - Introductory Discussion
1. Review the accomplishments from the previous class.
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2. Have students display examples of business communication that they have
gathered.

3. Explain that during this lesson students will learn more about word processing
by using the program to print an actual document.

Part 2 - Hands-On Computer Activity

4. Team students so that an already experienced student is working with one
with no experience if possible.

5. Walk students through the steps of looking and printing of several different
document files.

6. Monitor each team’s progress as they complete the process.

IRCO Simulation-Optional

As employees of IRCO, each student will receive a memo from Darryl and

prepare his or her reply.

= Distribute the Memo from Darryl (JMOD2-2-2).

= Distribute the Step-By-Step handout (JMOD2-2-1) and have students
complete the exercises to print a sheet (JMOD2-2-3) on which to write the draft
of their article.

Part 3 — Writing Assignment

7. Ask the students to prepare a handwritten draft of their article for the
newsletter in the form of a memo replying to a request for content. (The
instructor may choose a variety of writing development techniques such as
outlining, mapping, bubbling, etc. and identify a theme, seasonal events, etc.
to help students in this process.)

8. Remind the students that this information must be completed because it will
be used in tomorrow’s class.

9. As students complete the writing assignment, ask the teams to review each
others drafts and make suggestions for improvement.

HOT Activities]

1. Give the students an opportunity to compare/contrast the features of
WordPad in Windows with their own word processor and share the findings in
written or oral form. Have them consider and identify the times when the use
of WordPad might be more appropriate that a full-featured word processor.

IAssessment methods:]|

e Individual reply memo is prepared and presented. Students self-assess
against the list of rules they collectively developed.

\1)
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e Students review each other’s drafts in small groups and provide constructive

feedback.
Instructor reviews drafts and offers exemplary drafts to class as models.

Students revise their own drafts and submit to instructor for
evaluation/feedback. :

¢ Instructor observes students working in pairs on the computer (peer teaching

and demonstrating).

Instructor evaluation and comments for improvement:|
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b IRCO Simulation
STEP-BY-STEP HANDOUT
Lesson 2-2

1. Turn on your computer.

2. Select the word processing program.

3. Locate Darryl's Memo in the file named JMOD2-2-2:
> Open the file
» Close it

4. Locate the Reply to Darryl’'s Memo in the file named JMOD2-2-3:
> Open the file
> Save As using your name

. » Print the new file using the Toolbar

5. Exit the word processing program.

b4
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International
Recording Company .

Memo

To: ALL IRCO Employees
From:Darryl Hughes

CC: Jordan Ono

Date: October 16, 2000

Re: An article for the new Company Newsletter

Next month we will be issuing our first monthly company newsletter! The newsletter
will let all of you know about company activities, new policies and procedures, what is
going on at the different branches, employee news (there are now over 100 of us),
and upcoming social events.

| am sure you will be as excited about this as | am. Jordan would like to extend an
invitation to each of you to take a few minutes to create your own article to submit for
publication in the newsletter. He knows that there may not be enough room in this
first edition for everybody’s articles, but we will make room in subsequent issues.

Please send me a memo containing the text for your article no later than
TOMORROW MORNING so that | will have time to get it to the new editor for our
newsletter.

Thank you for your cooperation.

635
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®

International

Recording Company

Memo

To: Darryl Hughes

From:

Date:

Re: Contribution to new Company Newsletter

60
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Developing a Newsletter

ILESSON 2-3:| Editing Articles for the Newsletter Approx. time: 1 class

lLesson overview]
During this class students will practice editing techniques.

[Students will demonstrate the ability to]

Keyboard at a proficient rate. (T/WP)

Create, edit, save, retrieve, and print documents. (T/WP)

Use search and replace, navigation keys and functions. (T/WP)

Use word-processing utility tools including spell checker, thesaurus and

grammar checker. (T/WP)

Evaluate and effectively use the various communication techniques and

formats. (F/D&BC)

6. Recognize poor writing styles and be able to proofread and edit, using correct
grammar, spelling and sentence structure. (F/D&BC)

el ol

o

IPrerequisites:] Lessons 2-1 and 2-2

[Content required:]
1) Definition of edit or editing and proofreading
2) Writing style considerations
3) Editing Text in a Document:
a) Selecting and Replacing Text
b) Copy/Paste with the Clipboard
c) Move by Drag/Drop
d) Undo
e) Finding and Replacing Text
4) Editing and Proofing Tools:
a) Checking Spelling
b) Looking up Words in the Thesaurus

Resources:

Word Processor Manual

Business Textbooks if available (section on proofreading/appropriate language)
The Basics of Business Writing, Marty Stucky AMACOM

How to Speak and Listen Effectively, Harvey Robbins, AMACOM

IMaterials checklist:]

v’ Draft of article by prepared by each student

v Sample handouts of IRCO Simulation Article #1 (JMOD2-3-2), Atticle #2
(JMODZ2-3-3), New Article #1 (JMOD2-3-5) and New Article #2 (JMOD2-3-4)

v" Sample IRCO Simulation Step-By-Step Handout (JMOD2-3-1)

NORTHWEST CENTER FOR EMERGING TECHNOLOGIES] 14




v Sample IRCO Simulation files loaded on network server

% Atticle #1 file (JMOD2-3-2)
% Atticle #2 file (JMOD2-3-3)

[Equipment checklist:]

v" Computer installed with a word processing system (like Word, Works,

WordPerfect) for each student

v Printer with paper
v' Ten minute timer if used for typing exercise

Teaching strategy:]

Part 1 - Preparatory Activity

1.

2.

3.

Review accomplishments in Lesson 2-2 and check for completed writing
assignments.

Ask students to define the term ‘edit or editing’ and ‘proofreading’. Develop
class definitions and write these on the board.

Explain that the purposes of today’'s exercises are to familiarize the students
with editing tools available in any word processing program and to analyze
the use of appropriate language and styles for articles in the newsletter
Gather from students the examples of inappropriate language or poor writing
styles that they found in the drafts of their articles and discuss corrections.
Students should be made aware of the fact that the accuracy of language
usage, grammar, spelling, etc. is essential to the professional appearance of
the company to the newsletter readership. Poor spelling equates to a sloppy
company image; also, if students’ names are on their articles, the quality
reflects on them, too, as individuals.

In the discussion, emphasize style considerations such as:

= Wordiness

Passive construction

Pompous language

Variable sentence length (sentence structure)

Word choice

Humor

Content

Organization

Conventions (spelling, capitalization, paragraphing, etc.)

Have students negotiate with each other to agree on the types of edits that
should be made and list these ideas along with the other rules for good
organization and communication developed in Lesson 2-1.

Conclude the discussion by emphasizing to the students the relevance of the
newsletter's content to the need and purpose of the intended audience.
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Part 2 - Hands-On Computer Activity

8. Conduct a timed activity for the students which will incorporate the typing of
their draft and making any edits before printing out the most correct version.
NOTE: It might be necessary to explain first the concept of typing the body of
the text first (letting the text wrap — no carriage returns) and of not making
edits until typing is completed.

9. Instruct the students to save their file four times naming them with their initials
and a Revision #. Then have them print four copies.

10.Group the students in teams of four and assign them a # which will
correspond with the revision file that they will edit.

11.IMPORTANT: Have them make the edits to the revision files that correspond
to their assigned team number. For example, in Team A, member #1 would
edit each file in his or her group that has a #1 in the title.

12. Retrieve both the handwritten and all of printed/edited copies of the memos
from the students as they complete the exercise for review.

IRCO Simulation-Optional

= Have students locate and retrieve the file with each student's name that is the
reply to Darryl’'s Memo. Instruct them to type and edit the text of their own
article in the Reply to Darryl Memo file.

= Distribute the sample articles submitted by employees at IRCO (JMOD2-3-2
and JMOD2-3-3) and the Step-by-Step handout (JMODZ2-3-1) to each of the
students. Have students study the content of the unedited versions of Articles
#1 & #2 before starting the Step-by-Step exercises.

= Observe as they proceed through the editing steps for Article #1 and Article
#2 and offer assistance if required.

= Be sure that each student prints a copy of each file to proofread. After
allowing time for the students to complete the editing tasks, discuss the
changes that they made and compare with other students.

HOT Activities|

1. Instruct students to analyze the types of editing which they accomplished and
to develop major categories. Taking these categories, have each student
prepare his/her own personal checklist to be used when typing any text.

2. Have students research the marks used by professional proofreaders and
make a display showing the marks and how they are used.

3. Identify a published article, either in a magazine, in the newspaper, or on the
Internet and ask students to evaluate the writing style based on the class
rules developed for good organization and communication.

63
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®

IAssessment methods]

e Timed activity assesses individual word processing know-how, keyboarding
efficiency, and application of online editing tools.

e Final memo plus revisions can be used to demonstrate student understanding
of writing/editing process.

e Inteams, students can generate a list of benefits to proofreading and editing
written work. Oral summaries can be shared with the class.

o Compare different versions to determine the speed/accuracy of typing, the
ability to proofread/edit, use of appropriate language in the content, and
correct format of memo for each student to determine a grade.

Instructor evaluation and comments for improvement]

70
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IRCO Simulation
STEP-BY-STEP HANDOUT
Lesson 2-3

1. Open the word processing program.
2. Locate and retrieve the file named Article #1.

3. Select and replace the following text using the methods of overtyping
and delete/insert:
> 2totwo
> 2to Two
> 10 to ten

4. Copy “The company offered me a job in their public relations department
and | started last week” and paste at the end of the paragraph.

5. Move by Drag/Drop the “Submitted by Milton Scrivener” to a place
below the paragraph.

6. Undo the previous move.

7. Find/replace New Delhi with India editing for readership that may not know
where New Delhi is located.

8. Use Spell and Grammar Checker to make the following changes:
All: writin with writing
One: Universiti with University
Grammar: which to that

9. Use Thesaurus to change “eclectic” to the word “versatile” which is a more
common word even though eclectic is correct.

10.Upon completion, save as New Article #1 and print a copy to be placed in
your portfolio.

11.Close the New Article #1 file.

Continue on the next page. - 71
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1. Locate and retrieve Article #2.
2. Print a copy of the file to proofread.

3. Consider the use of appropriate language for different types of business
documents.

4. Mark items which you feel need to be edited.

5. Make these editing changes on the computer file.

6. Save as the editing changes in a file named New Article #2.

7. Print a copy of the edited version.

8. Compare your changes to those of other students in your class.

9. Note any edits which you might have missed and make these changes to
your file.

10.Save and print the final version to be place in your portfolio.

11.Close New Article #2 file.

72
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IRCO Simulation
Unedited Article #1

Submitted by Milton Scrivener

My name is Milton Scrivener, and writin is my talent. The company offered me a
job in their public relations department and | started last week. Back in high
school in the late '70s | won several awards for essay and poetry writin, and it
was for my expertise in English that | won a scholarship to the Universiti of
Washington in Seattle. | graduated with a BA in 1983.

Unlike my peers, who immediately found jobs, a decision which | now wonder

about, was made to travel for a year or 2. | traveled, found a guru in New Delhi,

and formed a band in which | played the guitar and sang, and joined the Peace
Corps.

2 years had become 10 when | found myself back again looking for a job. My
portfolio of published articles on music and travel attracted the attention of Ms.
Thompson of IRCO. She liked my background and experience, my writin style

and my eclectic taste in music.

73
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IRCO Simulation
Unedited Article #2

Submitted by Willie Valentine

Hey dudes, | also work in Production but i used to work at another groovey place
at 489 State Sreet near irco’s office. It's called like Piesmart and wow do they
dish out the best pizza. There is zillions of coool combinations of toppings with
very specail prices. The best one | made is called The Floppy Disk and is a thinn
crust pizza with like Pineapple bits, bite size pieces of like Canadian Bacon,
sections of like Mandarin Oranges, and fragmented pieces of like Spinache, all
on a magnetic cover of like Mozarella Cheese and a base of great like Tomato
Sauce. They even delivers to the office, guys. just call 555-PIES (555-7437). A
14" pizza starts at $8.95 and a really expensive one can cost as much as like 25
big ones. the owner, Frankie Laserno, said if you mention my name, he'll give

you like a 10% discount on a 16 incher. See ya in the lunch room.

- .o Ai
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IRCO Simulation
New Article #2

Submitted by Willie Valentine

| also work in Production but | used to work at another groovy place at 489 State
Street near IRCO's office. It's called Piesmart and it has the best pizza. There
are zillions of cool combinations of toppings with very special prices. The best
one | made is called The Floppy Disk. It has a thin crust with pineapple bits, bite-
size pieces of Canadian bacon, sectors of Mandarin oranges, and fragmented
pieces of spinach, all on a magnetic cover of Mozzarella cheese and a base of

great tomato sauce. They even deliver to the office. Just call 555-PIES (555-

7437). A 14” pizza starts at $8.95 and a really expensive one can cost as much
as $25. The owner, Frankie Laserno, said if you mention my name, he’'ll give

you a 10% discount on a 16-inch pizza. See you in the lunchroom.

73
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IRCO Simulation
, New Article #1

Submitted by Milton Scrivener

My name is Milton Scrivener, and writing is my talent. Back in high school in the
late "70s | won several awards for essay and poetry writing, and it was for my
expertise in English that | won a scholarship to the University of Washington in
Seattle. | graduated with a BA in 1983.

Unlike my peers, who immediately found jobs, a decision that | wonder about
now was made to travel for a year or two. | traveled, found a guru in India, and
formed a band in which | played the guitar and sang, and joined the Peace
Corps. '

. Two years had become ten when | found myself back in Seattle again looking for
a job. My portfolio of published articles on music and travel attracted the
attention of Ms. Thompson of IRCO. She liked my background and experience,
my writing style and my versatile taste in music. The company offered me a job

in their public relations department and | started last week.
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Developing a Newsiette

ILESSON 2-4:] Making It Look Good Approx. time: 1 class

lLesson overview!|

Now that students have familiarized themselves with using the word processor,
it's time to introduce additional features as well as to develop a work plan.

iStudents will demonstrate the ability to]

1. Use simple formatting functions. (T/WP)

2. Evaluate and effectively use various communication techniques and formats.
(F/D&BC)

Identify tasks and their interdependencies. (F/TM) (ES-8)

Break down tasks into activities and perform activities. (F/TM)

Prioritize tasks and organize in appropriate sequence. (F/TM)

Estimate time to complete a task. (F/TM)

Develop schedule of tasks to be completed. (F/TM)

No o s

IPrerequisites: | Lessons 2-1, 2-2, and 2-3

IContent required;]
1) Formatting Text:
a) Understanding and Choosing Fonts
b) Changing the Point Size
¢) Changing Font Attributes
d) Text Alignment
2) Understanding task management principles for the production of the
newsletter.

[Resources:]
Word Processor Manual
Business Textbook if available (task management)

IMaterials checklist]

Printed and file copies of all the articles edited by each student
Example of Student Work Plan (JMOD2-4-3)

Sample of IRCO Simulation Article #3 (JMOD2-4-1) and formatting
specifications from Darryl for each article (JMOD2-4-2)

Students’ article files named using their own name

Sample IRCO Simulation files loaded on network server:

% Article #3 file (JMOD2-4-1)

 file named New Article #1

% file named New Article #2

77
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[Equipment checklist:]

v Computer installed with a word processing system (like Word, Works,
WordPerfect) for each student

v’ Printer with paper

v' Computer projector

[Teaching strategy|

Part 1 - Introductory Activity

NOTE: /f it was observed during the previous assessment activity that students
had trouble finishing the graded assignment because of typing speed, the
instructor may want to suggest additional practice for these students in

. keyboarding, using a software typing program such as “Mavis Beacon Teaches

Typing”.

1. Introduce today's lesson by reviewing the types of editing skills the students
practiced yesterday and explaining the students will make further changes in
how their articles look, as well as develop a plan of tasks for completing the
newsletter.

Part 2 - Hands-On Computer Activity

2. Explain that each of the four articles will be formatted with different resuilts.

3. List on the board and then demonstrate each of the ways that the following
features can be used to format text:

Font

Point size

Bold text

Italicized text

Underlined text

Variations in alignment - right, center, left

4. Instruct the students to use the techniques in different ways in each article.
Observe the formatting process and offer assistance when required.

5. As students complete the formatting of each article, have them save the
newly formatted documents with the file names of Look 1, Look 2, Look 3,
and Look 4.

6. Gather also four printed copies from each student at the end of the activity.

IRCO Simulation-Optional

Instructions for editing and formatting the three articles from Lesson 2-3 along

with a new one are provided by Darryl, the Administrative Assistant.

» Distribute the new article (JMOD2-4-1) and the instructions from Darryl
(JMOD2-4-2) on formatting to each student.

* Monitor the completion of the exercises and gather the four printed copies at
the end of the class.
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HOT Activity:]

1.

7.

Based on the lesson schedule, conduct a class discussion on how to plan the

completion of the newsletter, using principles of task management. These

steps should include:

= Identifying and listing all of the tasks to accomplish the production of the
newsletter

= Sequencing the tasks to be accomplished in the proper order

= |dentifying sub-tasks for each activity

» Grouping related tasks or activities

Have students list available days to work on the left side of a sheet of paper,

leaving enough space between each day and at the top, title the sheet

WORK PLAN.

Ask students to analyze the tasks necessary to complete the newsletter

assignment.

Instruct the students to evaluate the identified tasks based on priority and

assign an order or number to each task.

Students should then develop an estimate of the length of time and list the

tasks by the appropriate days.

To the far right side of the sheet, instruct the students to label a column When

Completed so that they can assess their progress. (Refer to the Work Plan

sample provided in the file named JMOD2-4-3)

Students should place the work plan in their portfolio for future use.

IAssessment methods:]

Review and comparison of each student’s four formatted articles to the
expected results.

Observation of participation in the class discussion and completion of a work
plan.

Completed work plans are collected, reviewed, and assessed by peers and
instructor.

Exemplary work plans are shown to class as models. Students revise their
work as necessary.

Students compare their own formatted articles to expected results, and revise
their articles as appropriate.

Students provide written self-assessment of participation in class discussion;
instructor observations are discussed and compared with students’ own.

Instructor evaluation and comments for improvement|

Iy
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. IRCO Simulation
Article #3

Submitted by Mary Magellan

I am Mary Magellan and I work in the Human Resources Department. I am responsible for making sure
everyone in the company gets paid. I was born here and have lived here all my life. My favorite sport is
walking. Ihave found that the best form of exercise after working a long day at the office is to walk around
the Town Center Mall five times. Not only do I become healthy, but I also enjoy window shopping for
bargains. Since I began my program of walking four months ago, I have actually lost seven pounds and
built up my stamina so that I can now walk my five rounds in less that twenty minutes. Of course, this is
dependent on any exceptional sales that I might encounter as I pass by all of the stores in the mall. Some of
my favorite stores are Target, The Gap, and Nordstroms. The benefits of this sport are two-fold. Not only

will my body look good, but I will also be well dressed!

® 80
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JMOD2-4-2

IRCO Simulation
From the Desk

of
DARRYL HUGHES

Thanks so much for getting started on editing the articles for our company newsletter. I showed your
article to Jordan and he is very excited about the newsletter.

I thought we should experiment with some different looks for the newsletter before we make a final
decision on the layout. With the articles that you have edited, try the formatting specifications I have listed

below and print out a copy of each example.

Filename Article #3 New Article #1 New Article #2 Your Article
1) Font Anal Times New Courier New Your Choice:
Roman
2) Point Size 12 10 8 9
3) Bold Text Title Title Title Title
(Article #3)
4) Italicize By-line By-line By-line Your Name
Text (Submitted by.... and Title
5) Underline five, seven, scholarship, best pizza, Your Choice:
Text five, twenty ten 10% discount,
and Title
6) Align Right By-line By-line By-line Title
7) Align Center Title All Text Title All Text
8) Align Left  All Text Title All Text Your Choice:
9) Save As Look 3 Look 1 Look 2 Look 4

Don’t forget to print out a copy of each article that you have formatted!
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Aruitoxt provided by Eic:

ERIC

Example of Student Work Plan Format

DAY

TASK DESCRIPTION WHEN COMPLETED

~ 7y
-~ (&
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Developing a Newsletter

ILESSON 2-5: Making It Look Even Better Approx. time: 1 class

lLesson overview!]

The students will learn additional formatting techniques and practice the ones
from previous lessons. Upon completion of today’s lesson, students should now
begin to track their progress toward finishing the final product.

IStudents will demonstrate the ability to]

1. Use simple formatting functions. (T/WP)

2. Organize communication in a logical sequence, and support communication
with necessary data. (F/D&BC)

3. Monitor and evaluate progress of each task. (F/TM, ES-15)

IPrerequisites: | Lessons 2-1, 2-2, 2-3, and 2-4

I[Content required:]
1) Formatting Paragraphs:
a) Indenting Text
b) Using the Tab Key
c) Line Spacing
d) Adding Borders and Shading
e) Applying Bullets and Numbers
2) Reasons for enhancing text with formatting techniques

Resources:

Word Processor Manual
Business Textbook if available

Materials checklist:]

v WORK PLAN developed in Lesson 2-4

v Sample of IRCO Simulation file of Leslie’s Draft (JMOD2-5-1), prepared by
the instructor which incorporates one method of indenting text, setting of tabs,
and line spacing

v' Sample of IRCO Simulation handout called Leslie’s Draft (JMOD2-5-1)

IEquipment checklist;|

v' Computer installed with a word processing system (Word, Works,
WordPerfect) for each student

v" Printer and paper

v' Computer projector

83
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[Teaching strategy]

Part 1 - Introductory Activity

1.

2.

3.

4.

Return the four articles to each of the students that were completed in the
previous lesson and discuss with the students any quality issues observed.
Introduce the lesson and demonstrate for the students the following methods:

Indenting text

Line spacing

Applying a border around the entire page.

Applying shading to one of the paragraphs.

Applying bullets to a list

Automatic numbering to the another list
Ask students to continue to analyze their copies and list as many ways to
improve the content as they can using these methods.
Have the students list the content improvements on their handouts.

Part 2 - Hands-On Computer Activity

5.

6.
7.

Instruct students to open the word processing program and apply the
formatting changes to each of their files containing their articles.

Allow time for the student to type and proof these changes

Remind the students to print new copies to turn in before saving, closing the
files, and exiting the program.

IRCO Simulation-Optional

The excitement is building within IRCO about the impending newsletter. Now,
Leslie, the VP of Marketing wants her own column to tell about her upcoming
activities. She has sent over a very rough draft that needs to be typed and
edited.

Distribute the handout of Leslie’s Draft (JMOD2-5-1) allowing time for the
students to review the content.

Instruct the students to open the word processing program and create a new
file to be saved as LESLIE’S DRAFT.

Ask the students to choose one method of indenting text and of line spacing
to include in their typing of Leslie’s Draft.

Allow time for the student teams to edit the text of Leslie’s draft, making the
changes in the organization of the information and using the new formatting
techniques.

Ask the students to try other types of formatting with their typed version of
Leslie’s Draft, for example: 1) apply a border around the entire page, 2) apply
shading to one of the paragraphs, 3) apply bullets to one of Leslie’s lists, and
finally 4) automatic numbering to the other list.

HOT Activities:|

1.

Have student teams analyze each of their four printed articles to identify other
ways which each could be formatted to make them more attractive to a
potential reader. List these ways on each document.

~ A 8 4
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2. Ask students to develop a chart listing the formatting features which could
improve the appearance of a typed article in categories like:
= Helps reader visualize better
= Points out importance
= Makes the page look more interesting

3. Instruct students to review the WORK PLAN that they developed yesterday
and evaluate their progress based on expected accomplishments for the day
and note any changes to schedule.

IAssessment methods:|

» Gilobal instructor review of student revisions to draft. Summary comments
provided to class. Individuals asked to integrate any additional changes
before submission for final evaluation.

e Students work in teams to prepare a “master list” of formatting techniques
(based on individual charts developed); the results are shared orally with the
rest of the class.

e Individual work plan updates are reviewed by the instructor.

Instructor evaluation and comments for improvement;|
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IRCO Simulation
International Recording

Company

from the desk of

Leslie Thompson

Vice President of Marketing

Hi, group. Was so excited to hear that you are working on a company newsletter for us. Here are some of
my thoughts that I'd like in an on-going column: :

News Flash.... IRCO’s Hong Kong office has just signed a letter of intent with one of Japan’s hottest new
groups, Swinging Sushi. They are expected to record a 2 CD set starting in January at a studio in Tokyo.

We have recruited a number of new artists over the past 6 months. Listed by location, we have signed the
following numbers:

Corporate office - 5

Manbhattan — 3

Beverly Hills — 8

Hong Kong -2

Paris - 4

The marketing department is busily preparing to attend a number of trade shows and events this spring. For
example, there’s NAMM (National Association of Music Merchandisers) in January, MRAA (Music
Recording Association of America) in March, and Recording Artists International Convention in February,
plus the CMA (Country Music Association) Awards Dinner in May and the Grammies in April.

Just for you new folks: At a trade show, IRCO’s booth allows prospective artists interested in our record
label to hear the other artists and groups that we have signed. They also get to meet Jordan and visit with
some of our sales people. We usually have some kind of a video running to tell passersby about all of our

services.

So, as you can see, we in the marketing department are always quite busy. Many of the new production
assistants will even have a chance to participate in the preparation for some of these activities.
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Developing a Newsletter

ILESSON 2-6:] Is it Manual or Automatic? Approx. time: 1 class

lLesson overview:|
In this lesson, students will develop and produce a formal business letter using a
template. Students will also explore a series of automatic formatting techniques

using the sample articles and ways to change or create these timesaving
features.

[Students will demonstrate the ability to]

1. Work with document styles, forms and templates. (T/WP)

2. Create business documents in standard formats and styles. T/WP)

3. Organize communication in a logical sequence, and support communication
with necessary data. (F/D&BC)

4. Use clear, focused, specific and grammatically correct language and
terminology. (F/D&BC)

5. Monitor and evaluate progress of each task. (F/TM, ES-15)

6. Assess successful completion of each task against standards. (F/TM)

IPrerequisites: | Lessons 2-1 through 2-5

(Content required:|
1) Automatic Formatting:
a) Styles
b) Templates
2) Developing a Business letter

Resources:

Word Processing Manual
Business Textbook if available

Materials checklist

Students’ copies of four articles

Step-by-Step Handout (JMOD2-6-2) may need to be customized
Sample of IRCO Simulation handout of Jordan’s request (JMOD2-6-1)
Disks for each workstation or student files loaded on network server
< Look 1 file

< Look 2 file

% Look 3 file

% Look 4 file

AN NN

[Equipment checklist;|

v" Computer installed with a word processing system (Word, Works,
WordPerfect) for each student

- 87
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v Printer with paper
v" Computer projector

[Teaching strategy|

Part 1 - Classroom Activity and Discussion

1.

Ask each of the students to draft a business letter that will announce the
purpose/need for the newsletter and alert the audience to look for its
impending arrival in the mail.

As students are developing their letters, explain different reasons of business
letters and review appropriate language choices for each type of letter.

IRCO Simulation-Optional

Students use one of the templates and respond to a request from Jordan that a
permission letter is required from Willie’s former employer if they want to include
that 10% discount in the newsletter

Distribute or display the request by IRCO’s president for the permission letter
from Willie’s former employer (JMOD2-6-1).

As students are examining the request, explain different reasons of business
letters and review appropriate language choices for each type of letter.

Ask the students to contribute ideas as to what the steps would be to develop
a business letter and record these on the board.

Have students then individually draft the body of the letter following these
steps that they would send to Mr. Laserno.

Part 2 - Hands-On Computer Activity

3.

oo

In the word processing program, point out the feature of a document template
and allow students time to explore the different types of templates offered.
Discuss which of these might be useful and have students choose one to use
to prepare their business letter.

Have students type, proof, and print their letters, saving the file as Letter 1.
Instruct students to exchange their letters with their partner and proof their
partner’s letter. Proofreaders should place their initials on the letter at the top
right.

Have students make any final revisions and reprint a final copy to turn in
before saving the file.

HOT Activities:]

1.

Conduct a class discussion for students to share resuits of their analyses of
formats in Lesson 2-5 and introduce the concept of auto formatting and
styles. :

Using the Step-by-Step handout (JMOD2-6-2), instruct pairs of students to
practice the application of different styles. During this exercise, observe the
teams and offer assistance when required. Be sure to collect all of the article
printouts for the Style exercise when the students are finished.
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IAssessment methods:|

¢ Individual style printouts are collected and reviewed by student teams.

o Peer editing teams provide a brief oral report of their findings (what patterns
emerged in each other's work).
Students submit their final letters to instructor for evaluation and commentary.
Instructor observes students working in pairs on the computer (peer teaching
and demonstrating).
Observation, review and evaluation of Style printouts produced by students.

e Review and evaluation of business letter. )

Instructor evaluation and comments for improvement:|
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" International

. Recording Company

Memo

To: Darryl Hughes
From:Jordan Ono
Date: October 20, 2000

Re: Approval requested

Please be advised that we should get pemmission from Mr. Frankie Lasemo, the owner of
Piesmart, our favorite pizza place, before including-an offer to give 10% off the price of a

16" pizza in our company newsletter. | am sure Willie has good intentions, but we should

always have something like this in writing for our files.

. I'd appreciate it if our new editor would prepare for me a business letter requesting
permmission which | can send to Mr. Lasemo.

Thank you for your attention to this matter.

, : 90
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STEP-BY-STEP HANDOUT
Lesson 2-6

1. Open the word processing program.
2. Locate and retrieve the Look 1 file.

3. Review your suggestions that were noted on your printed copy of the Look 1
file.

4. |dentify your word processor’s choices of styles.

5. Practice applying different styles within the text.

6. When finished applying styles, save as Style 1 and print.
7. Close the file.

8. Locate and retrieve the Look 2 file.

9. Use this file to modify a style format.

10.When finished, save as Style 2 and print.

11.Close the file.

12.Locate and retrieve the Look 3 file.

13.Use this article to create a new style format and apply it.
14.When finished, save as Style 3 and print.

15.Close the file.

16. Repeat this process with the Look 4 file, developing a style of your own,
saving as Style 4 and printing out the results.

17.Close the file.

18. Turn in all of your article printouts for the Style exercise to the teacher.
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Developing a Newsletter

ILESSON 2-7:]  Designing the Layout Approx. time: 1 class

lLesson overview:|

The goal of this lesson is to familiarize the students with features of the word
processing program that allow for different types of page layout. During the first
part of the lesson, the students will practice a series of these features. During
the final segment of the class, students will develop a template for the newsletter
using the new features from today’s lesson as well as reviewing other features
learned in previous lessons and incorporating them into their design.

IStudents will demonstrate the ability to]

1. Work with columns. (T/WP)

2. Work with document styles, forms, and templates. (T/WP)
3. Use simple formatting functions. (T/WP)

IPrerequisites: | Lessons 2-1 through 2-6

IContent required:|
1) Page Design and Layout:
a) Setting the Paper Size and Page Orientation
b) Margins
c) Creating Headers and Footers
d) Numbering Pages
e) Creating Multiple Columns

Resources:[

Word Processing Manual
Business Textbook if available

IMaterials checklist:|
v Step-by-Step Handout (JMOD2-7-1) that may need to be customized
v' Disks for each workstation or student files loaded on network server
% Style 1 file
< Style 2 file
¢ Style 3 file
¢ Style 4 file

[Equipment checklist|

v' Computer installed with a word processing system (Word, Works,
WordPerfect) for each student ‘

v’ Printer with paper
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[Teaching strategy]

Part 1 - Preparatory Activity

1. Return the four Style articles and the business letter to each of the students
and discuss any problems students may be having in the use of the word
processing programs features.

2. Have students evaluate their progress against items identified on their Work
Plan and update accomplishments or additional tasks that were not
anticipated.

Part 2 - Hands-On Computer Activity .

3. Distribute the Step-by-Step Handout (JMODZ2-7-1) to each pair of student
teams and explain the purpose of today’s lesson.

4. Observe the teams as they complete the exercises for the multiple page
document and offer assistance when required.

HOT Activities:]

1. Instruct the student teams to develop a template for their newsletter following
the guidelines on the back of the Step-by-Step handout (JMOD2-7-1), and
saving the template file as Newsletter. Encourage them to be creative and
remind them to print a copy to turn in for review.

2. Have student teams analyze all of the new formatting features available in the
word processor and choose the ten that they feel are the most commonly
used features. With this list, ask each team to prepare a “QUICK USE” Guide
that explains the reason for using the feature (why it was chosen) and the
keystrokes for how to accomplish it with the word processor. Display the
Quick Use Guides around the classroom upon completion.

IAssessment methods:|

e Observation, review and evaluation of Newsletter template printout produced
by students.

e Templates are produced and a range of “best examples” are shared with
class. Students then self-assess their own template against the
characteristics of the best examples. Revision time is provided before final
submission.

e Student teams collaborate to produce the “Quick Use Guides.” Peer teams
provide oral feedback on the strengths and areas for improvement of other
teams’ guides.

e Instructor assesses quality of final template designs.

Students compare work plan updates with each other and then write a short
self-assessment on their progress (submitted to instructor).

instructor evaluation and comments for improvement:|
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b STEP-BY-STEP HANDOUT
Lesson 2-7

1. Open the word processing program.

2. Create a New file, temporarily called Document 1.

3. Minimize the new file.

4. Locate and retrieve the Style 1 file.

5. Copy the text by highlighting and using the copy command.
6. Close the Style 1 file.

7. Maximize the new file, Document 1, and paste in the text.

8. Repeat this process for the text in the Style 2file, the Style 3file, the Style 4
file, and any other text created for your newsletter. Upon completlon there

should be at least 3 pages of text.

9. Using the new multiple-page document, practice each of the features below:
Setting the paper size.

Changing the paper orientation.

Changing the margins.

Changing the margins versus using the indents.

Creating headers and footers.

Positioning headers and footers while considering their affect on margins.
Numbering pages.

Creating multiple columns.

Modifying the width of columns.

Deleting or moving columns and the affect on the page layout.

VVVVVVVVVY

10.Save the file as Pagelook and close.

Continue on the Next Page>>>>>>
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Characteristics
for the
Newsletter Template:

> Develop a title called “banner” or “flag” (as header) for the newsletter.
Choose any type of font/point size as long as it is readable and extends at
least across the top of the page.

> Format the articles in two columns on each page.
> Text style called “Conversational” for use in an articles by other students.

Identify possibilities of fonts/point sizes available based on the word
processing program which are appropriate for use here.

> Text style called “Normal” for regular use throughout the newsletter in any
other articles.
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Developing a Newsletter

ILESSON 2-8: Adding Additional Content Approx. time: 1 class

lLesson overview]

Students will learn how to place tables and a simple graphic in the text to
enhance the visual presentation of the data. Using their work plan, students
should be able to compose, type, proof, and print a status report.

[Students will demonstrate the ability to:|

Work with tables. (T/WP)

Work with graphics. (T/WP)

Create, edit, save, retrieve, and print documents. (T/WP)

Present the different forms of communication and their respective purposes in

the organization. (F/D&BC)

Evaluate and effectively use various communication techniques and formats.

(F/D&BC)

6. Organize communication in a logical sequence, and support communication
with necessary data. (F/D&BC)

7. Use clear, focused, specific and grammatically correct language and
terminology. (F/D&BC)

8. Monitor and evaluate progress of each task. (F/TM)

9. Assess successful completion of each task against standards. (F/TM)

W~

o

IPrerequisites: | Lessons 2-1 through 2-7

IContent required:|
1) Tables
2) Importing and Creating Graphics

Resources:

Word Processing Manual
Business Textbook if available

IMaterials checklist:|

v’ Step-by-Step Handout (JMOD2-8-1) may need to be customized
v Sample IRCO Simulation handout of Jordan’'s Memo (JMOD2-8-2)
v Clipart file

[Equipment checklist]

v Computer installed with a word processing system (Word, Works,
WordPerfect) for each student

v Printer with paper

v Computer projector 9 6
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[Teaching strategy]

Part 1 - Preparatory Activity

1.

Return the Newsletter template copies to each of the students and discuss
any discrepancies with them. (Note: If any of the templates need to be
corrected, this should be accomplished now before continuing to the next
section.)

Explain the purpose of the lesson is to learn how to present the information in
a table with a graphic as well as to produce a status report based on their
work plans.

Have students develop some content that can be displayed in a table, such
as a publication schedule.

IRCO Simulation-Optional

Distribute the handout of Jordan’s Memo (JMOD2-8-1) to the students with
some additional information to be included in the newsletter. The text of his
welcome will become a new file with a table containing the sales figures he
has provided while displaying the memo on the overhead or the computer
projector.

Allow time for the students to review the information before continuing.

Part 2 - Hands-On Computer Exercise

4,

5.
6.

Describe how a table works and the different features available in the word
processing program for tables, such as modifying the look with different
formats. Demonstrate on the computer if possible as the students watch.
Distribute the Step-by-Step handout (JMOD2-8-2) to each pair of students.
Observe the progress of the teams and offer assistance if necessary.

HOT Activity:]

1.

Instruct the students to develop a status report on their progress of the
newsletter. It should be an evaluation of the status of accomplishments from
their individual work plans. Explain that they only have a short period of time
to compose, type, proof, and print their document, so they need to be
resourceful and use time-savers (templates, spell checker, etc.) Have the
students save their file with the name of JRESPONSE. Retrieve the printed
copies from each student at the end of the allotted time.

IAssessment methods]

Review and evaluation of students’ typed version of Article J.
Observation of students working effectively in pairs.

Students use their updated work plans and written self-assessment from
Lesson 2-7 to formulate their status reports.

Students (in pairs) assess their partner's ability to follow the step-by-step
handout without outside assistance. Each partner discusses his/her own
results and seeks feedback.

Instructor evaluation and comments for improvement|
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9.

STEP-BY-STEP HANDOUT
Lesson 2-8

. Open the word processing program.

Create a new file to be named Article J.
Type the content that you developed or were given. Proof your typing.

Set up a simple table using the data. Leave an area for a title and a graphic
to be inserted later.

Identify how a table works and the different features available in the word
processing program for tables, such as modifying the look with different
formats.

Practice other ways to modify or edit the table by changing the size of the
cells.

Fill in the area (cell) reserved for a title.

Using clip art provided with your computer system, import a graphic into the
document and edit it.

Practice the process until proficient.

10.What are additional ways to visually enhance the text with any drawing

options available on your word processing program?

11.Save the file as Article J and print a copy to turn in to the teacher.

12.Close the file.
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International
Recording Company .

Memo

To: Editor of the Newsletter
From:Jordan Ono
Date: October 21, 2000

Re: Message from the President

It has occurred to me that, for this first company newsletter, | should provide a word
of welcome to all of the new production assistants as well as some news about our
company’s performance. With Darryl's help | have written the text for my welcome.
Beneath that | have gathered some numbers from our last quarterly report. Please
see that these two small articles are included in your first edition. | am anxious to see
the final version and would like an update on your progress as soon as possible.
Thanks.

Welcome from the President

It is with great pleasure that | welcome all of our new employees to the Intemational
Recording Company. We at IRCO are very proud of our achievements and, with
your help, look forward to an exciting and profitable future.

| would like to encourage each one of you to take advantage of all the benefits IRCO
has to offer its employees, so be sure to see Matt Benson or Patricia Ayres in
Personnel if you have any questions.

Never hesitate to strive for excellence in your work performance. You will be
rewarded! Regards, Jordan Ono

Sales Results for Previous Quarter

July: $853,677 August: $944,860 September: $1,031,045

39
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Developing a Newsletter

ILESSON 2-9:| Previewing the Rough Draft Approx. time: 1 class

lLesson overview] :

In this lesson, students will be learning how to preview a document before it is
printed, as well as to make changes to the format using the printing options. This
section also introduces the printing of envelopes or labels.

IStudents will demonstrate the ability to]

1. Use print previews and print options. (T/WP)

2. Monitor and evaluate progress of each task. (F/TM, ES-15)

3. Assess successful completion of each task against standards. (F/TM)
4. Assign adequate resources to completion of task. (F/TM)

IPrerequisites: | Lessons 2-1 through 2-8

(Content required:|
1) Printing

Resources:

Word Processing Manual
Business Textbook if available

IMaterials checklist]
v Step-by-Step Handout (JMOD2-9-1) may need to be customized
v" Two envelopes and a sheet of address labels available for printing by each
student
v’ Disks for each workstation or student files loaded on network server
< Letter 1 file
< Style 1 file
 Style 2 file
 Style 3 file
< Style 4 file
+ Pagelook file
 Article J file
s Otherfiles

[Equipment checklist;|

v' Computer installed with a word processing system (Word, Works,
WordPerfect) for each student
v' Computer projector
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[Teaching strategy:|

Part 1 - Preparatory Activity

1. Return the evaluated status reports that were produced by the students in the
previous lesson.

2. Discuss any problems as well as point out any outstanding examples.

3. Allow time for students to update their work plan with their progress.

Part 2 - Hands-on Computer Exercise
4. Distribute the Step-by-Step handout (JMOD2-9-1) to each pair of students.
5. Monitor the progress of the teams and offer assistance if required.

Part 3 - Classroom Activity and Discussion

6. Have students refer again to their work plan and check off the task of learning
how to print envelopes upon completion of the above exercise.

7. Allow students to complete the assembly of the newsletter

8. Have students write down their list on the back of their work plan.

9. Instruct students to work with their partner to collaborate on the content
selection and to provide editing/proofreading support, but that each student
will be individually responsible for preparing his/her own final version.

IAssessment methods:|

* Observation by instructor of students working together to complete the final
editing of their newsletters.

e Review and evaluation of printed envelopes and labels produced by students.

instructor evaluation and comments for improvement:|
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9.

STEP-BY-STEP HANDOUT
Lesson 2-9

. Open the word processing program.

Locate and retrieve the Letter 1 file.

Review the circumstances for producing the letter and prepare to complete
the printing of an envelope or a mailing label.

Identify the process that the word processing program uses to accomplish
these tasks.

Using the address of the local post office, create a delivery address for the
envelope.

Using the address of your center, create a return address for the envelope.
Print the envelope.

Repeat the process using a friend’s address for the delivery address and your
center’'s address for the return.

Print the envelope.

10.Using the center's address and following the instructions for your word

processor, create a sheet of mailing labels.

11.Print the sheet of address labels.

12.Using the Letter 1 document, practice the print options and preview

techniques available without printing.

13.Print a final version of Letter 1.
14.Save and close the file.

15. Exit the word processing program.
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Developing a Newsletter

ILESSON 2-10;] Completing the Finished Product Approx. time: 1 class

lLesson overview:|

In this final lesson, students will print envelopes or labels for at least four different
addresses and participate in a review of the newsletters created by their class for
the completion of the newsletter project.

IStudents will demonstrate the ability to:]

1. Use print previews and print options. (T/WP)

2. Follow directions and ask for clarification when further information is required
to complete the task. (ES-4, ES-6)

3. Assess successful completion of each task against standards. (F/TM)

4. Work and listen effectively as a team member. (F/TW, ES-5, ES-10)

IPrerequisites: | Lessons 2-1 through 2-9

IContent required:|
1) Printing

Resources:[

Word Processing Manual
Business Textbook if available

IMaterials checklist:|

v Three envelopes or mailing labels available for printing by each student
v' Completed version of newsletters by students

v' Sample IRCO Simulation handout of Branch Offices (JMOD2-10-1)

v Handout of Assessment Criteria for each student (JMOD2-10-2)

IEquipment checklist|

v' Computer installed with a word processing system (Word, Works,
WordPerfect) for each student
v Overhead projector of computer display projector

[Teaching strategy]

Part 1 - Preparatory Activity

1. Assign or have the students divide up into four groups.

2. Have each group develop an address which they will use for sending their
newsletters.

3. List the address of each group on the board.
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IRCO Simulation-Optional

Distribute the handouts containing the addresses of the branch offices for IRCO
(JMOD2-10-1) to all of the students and assign each student to one a group
representing a branch.

Part 2 - Hands-on Computer Exercise

4.

5.

Instruct the students to prepare three copies of their newsletters with the
appropriately addressed envelopes and ‘send’ (deliver) to the other student
groups. (The instructor may wish to assign specific names to be used by
each student for the address labels, depending on the size of the groups.)
Monitor the progress of the teams and offer assistance if required.

HOT Activity]|

1

Distribute the handout of the Assessment Criteria (JMOD2-10-2) to each
student, allowing time for the students to ask any questions to clarify
requirements for the final version of the newsletter. Ask students to review
and evaluate the newsletters that were received at their branch location.
Suggest that each team member be responsible for presenting one newsletter
and leading the discussion about its content. - After all of the newsletters have
been reviewed, have each group choose the one that they like most and
report to the other groups.

IAssessment methods]

Observation, review and evaluation of printed envelopes and labels produced
by students for each of the branches.

On-time completion of the three copies of the newsletter and three envelopes.
Evaluation by the instructor of the production and content of the newsletter
against the Assessment Criteria handout.

Students use the assessment checklist to review their newsletter.

Students review and assess with each other their own portfolio entries to
date. A short written self-assessment (submitted to the instructor) describes
the student’s progress toward the finished product.

Instructor evaluation and comments for improvement:|

s
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IRCO Simulation .
Addresses of IRCO’s other branch offices:

IRCO - Manhattan
286 Fifth Avenue
Suite 3500

New York, NY 10010

IRCO - Beverly Hills
18005 Santa Monica Bivd.
Los Angeles, CA 94365

IRCO - Asia

34 Splendor Road
Number 500 _
Hong Kong, China

IRCO - Europe
153 Rue de Bouerve
Place Vendome

94531 Paris
France
e
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JMOD2-10-2 Module 2 Assessment Criteria

for Printed Newsletter

Student Name:
Class:

Task Description

Content
First Page
Use Newsletter template
Title of Newsletter as header
Use Conversational Style
in student articles

Example of table with graphic
Other articles

Second Page
Page number only
Graphic to accompany an article
Student articles
Other articles

Format

Two pages

Two columns each page

Use of different spacing

Use of bullets

Use of shading

Use of borders

Text
Use of different fonts
Use of different point size
Use of alignment
Use of font attributes

Accuracy
Spelling
Grammar
Appropriate language

Proofread by team member

Three Envelopes with group addresses printed on them

TOTAL SCORE

106

Date:

Possible
Score

Actual
Score
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ERIC

Module 3:
In Search of Market
Competition Or Surf City,
U.S.A.
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Module 3 — In Search of Market Competition
Or Surf City, U.S.A

lLearner Outcomes:]|

Internet
1. Use the Internet as a research tool in a highly efficient manner.

Analysis _
2. Gather data to identify requirements and to interpret and evaluate

requirements.
3. Analyze the process interactively to continuously improve the outcome.

Research
-4. ldentify and use traditional and non-traditional sources of information.
5. Apply effectively and choose appropriately from a variety of research methods
and tools.
6. Analyze, organize, and present research material.

Documentation and Business Communication .
7. Communicate and document information gathered, analyzed, and

‘ summarized.

IPrerequisites:|
Knowledge of basic computer functions, Windows, and word processing

Total Class Time:| Approximately 10 hours

Outside readings and other resources:|

Internet and World Wide Web: Simplified, Paul Whitehead, Ruth Maran

How the Internet Works: Special Edition, Preston Gralla, Mina Reimer

How the World Wide Web Works, Chris Shipley

The Virtual Community: Homesteading on the Electronic Frontier, Howard
Rheingold

The Whole Intemnet for Windows 95; User’s Guide & Catalog, Ed Krol, Paula
Ferguson
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In Search of Market Competition
Or Surf City, U.S.A

IModule overview:|

‘Everybody is always talking about the Internet. What exactly is the Internet? ltis

the world’s largest network of computers that links millions of businesses,
governments, educational institutions, and individuals, all using modems,
telephone lines or other communication methods. Imagine over 90 million people
using the Internet and the number of users is growing rapidly!

There are two ways that users connect to the internet: 1) through a national on-
line service, such as AOL or CompuServe, or 2) through a local Internet Service
Provider (ISP). Both will charge a fee but each will provide a variety of other
services and specialized content for the price.

The World Wide Web (WWW) is one of the most popular parts of the Internet. It
contains computer sites that store billions of documents called Web pages.
Many times these web pages will also include graphics, sound, animation and
even video along with the text.

One important use of the Internet is to check out market competition. If you are
looking to buy a product, the Internet is a great resource for getting the best
value. On the other hand, businesses of all types use the Internet to determine
how to improve their products by identifying and improving upon their
competition.

In this module, you will produce for your portfolio:

An article excerpt from the Internet.

A copy of an Internet Use Policy.

A comparison chart of popular browsers.

Documented examples of multiple search engine uses.

A list of important factors/information that should be included in a
search about a product’s competition.

oD~

ILesson Titles]
= 3-1 Using the Basics

= 3-2 Saving and Editing

= 3-3 Using Basic Search Engines

= 3-4 Browsers....WOWsers

= 3-5 Gotta Keep Searchin’, Searchin’ 1 09

NORTHWEST CENTER FOR EMERGING TECHNOLOGIES 2




In Search of Market Competition
or Surf City, U.S.A.

ILESSON 3-1:] Using the Basics Approx. time: 1 class

lLesson overview:|

In this lesson, the functions of the Internet are reviewed and the features of the
browser are identified and explored. Students will move between pages by using
links and by typing addresses into the browser.

[Students will demonstrate the ability to:]

Use an Internet browser to start and move between Web pages.(T/INT, ES-4)
Identify focus and general parameters of task or project. (F/ANL)

Explain the use and impact of the Internet on business and society. T/INT)
Organize and conduct research. (F/RES, ES-13)

Analyze/organize information and present orally and in written form. (F/D&BC,
F/ANL)

Share information and explain procedures to another classmate. (ES-7)

o=

o

IPrerequisites:|
Basic knowledge of using a computer and Windows is required.

(Content required:]

1) Definitions of Internet terms

2) Examples of uses of Internet in business and society
3) Browser features

4) Naming conventions for addresses

Resources:

Any Internet browser
Access for each student or team onto the Internet.
The Internet for Dummies, John Levine

Materials checklist]

v Handout of Module Overview (JMOD3-Ovr) for each student

v Step-by-Step handout (JMOD3-1-1) which may need to be customized
v' Sample of IRCO Simulation handout (JMOD3-1-2)

[Equipment checklist:|

v' Computer with Internet access
v' Printer with paper

v' Computer display projector
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[Teaching strategy]

Part 1 - Introductory Classroom Discussion

1. Introduce the lesson by distributing the Module Overview (JMOD3-Ovr) and
asking the students to describe what they think the Internetis. Record their
ideas on the board. For example: “the Internet is like a huge library.”

2. Ask the students what they think a browser is and to give an example of any
they might have used. Again, record their ideas on the board. Using the
library example, “a browser lets you into the library and can direct your time
there.” Internet Explorer and Netscape are two of the most popular browsers
people use.

3. Explain that each place you go to on the “net” is a site; there are millions of
them! But to accomplish finding the sites, a Search Engine is used like a
card catalog. It will enable you to find a lot of information related to the topic
you type into the little box. You get a list of sites with little explanation of what
is really there, so you have look at them for yourself.

4. Discuss the applications of the Internet in business and for personal use. For
example, ask how many students have purchased some items over the
Internet. Probe the students for other ways that the Internet has changed the
way we do business. Record these ideas on the board and then ask the
students to consider the impact of each of these changes on society.

IRCO Simulation-Optional

= Distribute the IRCO Simulation handout (JMOD3-1-2) to each student.

= Explain that before any students can be considered for the new Internet
Development Team, they must be as knowledgeable as possible about the
browser that will be used for their market research activities.

Part 2 - Hands-On Computer Activity

5. Distribute the Step-by-Step handout (JMODG3-1-1) to each student while
explaining the purpose of the lesson.

6. Ask the students to describe what they think an address is and to give an
example if possible. Record their answers on the board.

7. Explain the naming convention of an URL (Uniform Resource Locator) using
the examples from the students. Also, point out how the domain names
indicate the type of entity, such as .COM is a commercial company or .GOV is
a government agency, etc.

8. Instruct students to complete Exercise 1 of the handout individually and offer
assistance when required.

Part 3 - Classroom Discussion

9. As students finish with Exercise 1, have them exchange descriptions with a
partner to compare their answers or discuss in small groups.

10.When everyone is finished, have all the students share their descriptions and
verify the accuracy of their answers.
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Part 4 — Hands-on Computer Activity

11.Instruct the students now to complete Exercise 2 of their handouts.
12.Monitor each student’s progress and offer assistance when necessary.
13. Retrieve the completed handouts at the end of the class session.

HOT Activities:|

1.

2.

Have students research the origins of the Internet and present oral reports to
the class about their findings.

Instruct students to choose a famous person and conduct searches on the
names. For example, you might suggest a popular musician, a clothes
designer, sports star, etc. (Please be sure to monitor the students’ results
carefully in the event that they locate any sensitive or inappropriate sites.)
Emphasize that different search engines will produce different results. Have
students report the number of hits, analyze the top ten sites found, and then
prepare a written evaluation of the quality of content found on the three best
sites from the list of ten.

IAssessment methods |

Instructor observation of each student’s progress and capability to perform
the basic Internet functions.

Peer assessment of Exercise 1.

Assessment and feedback provided by instructor of completed Exercise 2.
Observation and evaluation by instructor of oral reports of origins of Internet.
Assessment and feedback for written reports on top ten sites. Best sites
displayed for class by instructor.

Instructor evaluation and comments for improvement:|
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STEP-BY-STEP HANDOUT
Lesson 3-1

EXERCISE 1:

Each BUTTON on the Browser is a shortcut to do something useful.
List each button in your browser and then describe in your own words
what each does. For example:

HOME - takes you back to the page set as the initial page
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EXERCISE 2:

1.

Open the browser, go to Search (or Net Search), and then to
http://www.AltaVista.com or another popular search engine.

. Do a simple search on the term music:

a List the number of ‘matches’ found:

o Select a site and explore it.
o Print out one page only from the site.

o Use the Back button, maybe several times, and return to the
home page of the search engine.

. Perform another search on musicals:

a List the number of ‘matches’ found:

o Why are there fewer ‘matches’?

. Try one of the three ways to retrieve a web site listed below:

o Type the address (URL) into the “Address” bar. Be exact!
e Under Favorites, highlight a site and release.

e Press “CtrlI"+L and type the URL into the box.

to go to the specific site for the New York Times
http://www.NYTIMES.COM):

o What is today’s headline?

o Use your browser menu or Help to Bookmark this site.

. Quit and exit the program.

Turn in the completed handout along with the printout of the site
you explored.
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Module 3 — In Search of Market Competition

Or Surf City, U.S.A

IRCO Simulation]

Putting You in the Picture: As a new Production Assistant with International
Recording Company (IRCO), you have an opportunity to participate in a variety
of company activities. With branch offices in several cities in the US and
overseas, as well as fewer than 100 employees, there is always a need for your
help whether it's in Administration, Marketing, Recording, or any other of the
many departments. IRCO’s President, Jordan Ono, along with the talented
management team of Leslie Thompson, the Vice President of Marketing; Darryl
Hughes, the Administrative Assistant to the President; and Jo Santiago, the
Production Manager, is always seeking ways to improve the company.

Since starting, you really haven't had any opportunities to work directly with
Leslie Thompson. She is interested in using the Internet as a way to scope out
IRCO’s competition as well as to develop a Web site for IRCO during the next
year. Word is that she will send out a company memo next week requesting
employees to express their interest in these new projects and she will choose an
Internet Development Team from the best responses.

You would really like the chance to join this new group at work but must figure
out a clever way to get her attention. Besides learning as much as you can
about the Internet and how you can relate it to IRCO’s market competition, you
determine that you should also identify as many examples of effective web
searches and have them ready for her to review when she sends out her memo.
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In Search of Market Competition
or Surf City, U.S.A.

ILESSON 3-2:| Saving and Editing Text and Images Approx. time: 1 class

lLesson overview:]
In this lesson, students will find an article and save it in their word processor after
editing. : '

[Students will demonstrate the ability to|

1. Use an Internet browser to save and edit text and images to hard drive or
floppy. (T/INT)

2. |dentify general parameters of task and follow directions.(F/ANL, ES-4)

3. Gather data to identify project requirements or problem, resources and risks.
(F/ANL, ES-7)

4. Communicate and document information. (F/D&BC)

5. Organize and evaluate the quality of information. (F/ANL, ES-8)

IPrerequisites:| Lesson 3-1

(Content required:|

1) How to copy text and paste into a word processor.
2) How to copy images and paste into a word processor

Resources:

The Internet for Dummies, John Levine
Reference Manuals for the browser that is being used.
Websites for a variety of different industries that may be of interest to the class

Materials checklist:]
v' Step-by-Step handout (JMOD3-2-1) which may need to be customized

[Equipment checklist:|

v" Computer with Internet access and browser
v’ Printer with paper

v' Computer overhead projector

[Teaching strategy:|

Part 1 - Introductory Discussion

1. Review the results of the searches in Lesson 3-1.

2. Explain that Internet articles can be very long -- sometimes 20 pages or more.
If the information you need is only on page two, the use of copy and paste is
an efficient way to print what you want. Ask the students to identify ways
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which they think they might be able to copy and paste from the Internet into
the word processing program.

List the steps on the board as they come up with the correct ones for copying
and pasting from one application to the other.

IRCO Simulation-Optional

One of the keys to impressing Leslie for membership on the Internet
Development Team will be to have an article about the music industry which
was found on the web. Have students use the web sites of Billboard.com and
NAMM.com in finding an article about CDs in the recording industry to
complete the exercises on their handouts.

Part 2 - Hands-On Computer Activity

4.
5.
6.
7.
8. Depending on your computer environment, have the students save their work

Distribute the Step-by-Step handout (JMOD3-2-1). Allow students to work in
pairs but each student should find their own article.

Help the class develop or provide ahead of time a possible list of web sites
that they may visit to get an article of interest.

Instruct the students to fill in their choices of sites under Step 3 on the
handout.

Monitor the progress of the students and offer help when needed.

on a floppy disk or in a temporary directory on the hard drive.

IHOT Activities:]

1.

Conduct a round-able discussion on the research articles found on the
Internet. Ask each student to evaluate the value of the Internet source as
compared to other sources (encyclopedias, newspapers, etc.) during the
discussion. Include such issues as plagiarism and copyright abuse in the
discussion as well as quality and timeliness of information.

Using the sites found in Lessons 3-1 and 3-2, have students develop a list of
the top twenty sites with useful data. Rate them as 4 stars (Best), 3 stars
(Great), 2 stars (Good), and 1 star (Fair).

Ask students to create a procedure for verifying that the information they
found on the Internet is actually correct.

IAssessment methods

Assessment by instructor of printouts turned in by all students.

Observation by instructor of classroom participation in round-table discussion.
Students self assess quality of sites found on Internet.

Students conduct self-assessment by comparing their verification procedure
with other students.

llnstructor evaluation and comments for improvement:l
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. STEP-BY-STEP HANDOUT
Lesson 3-2

1. Open the word processing program and create a new file.
2. Save the new file as NETINFO and minimize.

3. Open the internet browser and access one of the sites listed below:

4. Find an article which is related to one of their interests.

5. Select the information you want to capture by clicking the mouse at the
starting location, dragging to highlight the desired text, and choose Edit, and
Copy from the top Menu Bar of the browser.

6. Maximize the document file in the word processor and choose Edit and Paste

from its top Menu Bar.

7. Edit the article by re-phrasing or adding something to the content article.

. 8. Minimize the document and return to the web site article.

9. Find an image or picture that you would also like to include with your article.

10. Using the right button on the mouse, a pop-up menu will appear; let mouse up
on “Copy this image”. The image is copied to Clipboard.

11.Return to the document file (maximize it again) and place mouse where you
want the image.

12.Choose Edit and Paste.

13.NOTE: If you want to save the image to your disk to use for another purpose,
click and hold the right mouse button down on the image. A pop up menu will
appear, let the mouse button up on “Save this image as”. Then choose an
appropriate name and place to save.

14.Be sure to save your document and print a copy to turn in.
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In Search of Market Competition
or Surf City, U.S.A.

ILESSON 3-3:] Using Basic Search Engines Approx. time: 1 class

LLesson overview:|

During this lesson, groups of students will have an opportunity to continue to
practice their search skills on the web as they prepare their set of guidelines for
its use. At the end of the lesson, the entire class will vote on each set of
guidelines submitted by the groups to choose the one which will become the
class Internet Use Policy.

[Students will demonstrate the ability to:]

1. Use Internet search engines. (T/INT)

2. Make appropriate, responsible, ethical choices of what information (context
and level) to pursue, use, and distribute, depending on context and audience.
(F/ANL, ES-11)

3. Evaluate requirements and identify missing or conflicting information. (F/ANL,
ES-6)

4. Communicate and document information. (F/D&BC)

5. Recognize the purpose of the research and evaluate its scope based on
goals and available resources. (F/RES)

6. Share ideas and information in a group environment while completing task.
(ES-10, ES-15)

IPrerequisites:| Lessons 3-1 and 3-2

[Content required:]

1. Guidelines from the center's Internet use policy.

2. Description of different types of available search engines, for example:
a. Excite
b. Altavista
c. Yahoo
d. Lycos
e. Hotbot

Resources:

The Internet for Dummies, John Levine (Specifically Chapter 11)
Guidelines for Internet use of the Internet sources of your center or of some other
organization:
* http://www.hbschool.com
* http://thewebtools.com/tutorial/tutorial.ntm. (This location has excellent
tutorials and information on how to search the Internet.)
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o

* Do a search in Yahoo under “acceptable use Internet education” or
“acceptable use Internet business” to get samples of acceptable use
policies.

IMaterials checklist|

v Copies of Internet use guidelines for each student
v’ Search Results handout (JMOD3-3-1)

[Equipment checklist:|

v" Computer and Internet Access for each student

v' Computer display projector and whiteboard for instructor
v' Copier and printer

[Teaching strategy:]

Part 1 - Preparatory Discussion

1. Distribute a copy of the center's guidelines to each student and allow time for
the students to read the content.

2. Ask students to identify the important points of the policy and to explain why
they think it was necessary to address them. Encourage discussion by
asking questions such as: What rights do you have using company equipment
at work? What rights does a company have? What penalties should a
company have or use for abuse of internet or equipment use, or a violation of
policy? What should the policy be if there is no policy? Does no written policy
mean that you can do whatever you want, whenever you want?

IRCO Simulation-Optional

* It seems like everyone at IRCO is on the Intemet. What's missing is an IRCO
use policy. Explain to the students that the manager, Jo Santiago, realizes
this also and asks the group to recommend a one-page set of guidelines for
everyone at IRCO who uses the Internet.

3. Explain the purpose of the lesson while distributing the Search Results
handout (JMOD3-3-1) to each student.
4. Instruct the class to form groups of no more than 5 members.

Part 2 — Hands-On Computer Activity

5. Ask each group to identify as many keywords as possible to research
information about Internet use policies and divide them up among the group
members.

6. When finished with the keywords, send each member of the group to his/her
individual stations so that different search engines may be tried, documenting
results to share when they return to the group. If printing is possible, limit the
number of pages or articles that each of the students is allowed to print.

7. Monitor the progress of the students and offer assistance to keep them on
track.
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Part 3 — Group Activity

8. As the students finish their individual searches, have them return to their
groups and begin to review and compile the best parts of their data.

9. Remind the students that their Internet policy can only be one page, printed.
(Specify 10-point type if required!) Also, point out that each group is
responsible for preparing the typed version to turn in at the end of the
session.

10. Allow time for the members of each group to share their findings and develop
an original set of Internet use guidelines.

11.When all of the groups are finished, take up the printed set of guidelines and
duplicate one copy of each set for each student.

Part 4 - Classroom Discussion

12.Distribute copies of all of the sets of guidelines to each student and allow time
for them to read each set carefully.

13.Ask the students to analyze each set and evaluate for strengths/weaknesses
and/or for missing issues not addressed and note their comments in
preparation for the discussion.

14.Conduct the discussion on the merits of each set of proposed guidelines and
ask the students to explain their evaluations.

15. At the end of the discussion, poll the students to determine which policy will
be selected.

IAssessment methods:|
= Observation of group production of a set of Internet use guidelines.
= |nstructor reviews and provides feedback for results of handout (JMOD3-3-1).

= Demonstration of proper use of Internet according to center's policy observed
by instructor.

= Peer assessment of quality of results of group process.

Instructor evaluation and comments for improvement;|
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Name

Search Results
Lesson 3-3

Search engine:

1. KeyWord(s)

Group:

2. Site Count

3. Sites:

Search engine:

1. KeyWord(s)
2. Site Count

3. Sites:

Search engine:

1. KeyWord(s)
2. Site Count

3. Sites:

Search engine:

1. KeyWord(s)
2. Site Count

3. Sites:
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In Search of Market Competition
or Surf City, U.S.A.

ILESSON 3-4:| Browsers.... WOWSsers Approx. time: 1 class

lLesson overview!|

With the popularity of the Web growing, the competition for the best browser is
hot. In this lesson, students will fine-tune their research skills by taking a look at
different browsers, describing their major features, and evaluating their benefits.

[Students will demonstrate the ability to:|

1. Gather data to meet project requirements. (F/RES, ES-4, ES-8, ES-13)

2. Analyze and synthesize information. (F/ANL)

3. Communicate and document information. (F/D&BC)

4. Present different search engines’ specific strengths, weaknesses and special
features to classmates. (T/INT, ES-7, ES-12)

IPrerequisites:| Lessons 3-1, 3-2, and 3-3

IContent required:|

1) Current marketplace and availability of web browsers
2) Feature/benefit comparisons of browsers

Resources:

For the latest in what those on the Internet think of different browsers, check out:
e http://www.yahoo.com/Computers_and_Internet/Software/Internet/World_
Wide_Web/Browsers/Comparisons/
Netscape has an online guide. (Very detailed)
http://help.netscape.com/docs/client/communicator/IntroComm/Introcom.html

Their FAQ (frequently asked questions) can be just the ticket for many
problems

e On-line browsers manuals

IMaterials checklist]

v’ Transparency and handout of Browser Comparison Chart (JMOD3-4-1) for
each student

[Equipment checklist:|

- v Computers with Internet access and both Internet Explorer and Netscape

Navigator loaded and accessible.
v' Computer display projector
v' Overhead projector
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[Teaching strategy:|

IRCO Simulation-Optional

Just as IRCO faces tough competition for recording artists in the music
industry, explain to the students that there is constant competition in the
computer industry to make a better browser.

Part 1- Preparatory Discussion

1.

While distributing the handout (JMOD3-4-1), explain that there will be new

versions of browsers released on an irregular basis for as long as anyone can

foresee. The changes are usually minor, sometimes useful, often confusing,

rarely explicit, often times hidden or just plain weird.

= For each new version investigate and try out the buttons and menus. It is
impossible (in any practical sense) to harm your computer in this way of
experimenting. The worst might be that the program will freeze and you
have to reboot.

= The two main competitors at this point are: Netscape Navigator and
Microsoft Internet Explorer. They are similar programs with a few
different commands.

Ask student to identify criteria for comparing browsers. A

Write their responses on the board or transparency and have them fill in their

chart.

Ask the students to compare the features of different browsers and write

these responses on the board while the students complete their chart.

Instruct students to explore the different browsers themselves whenever

possible or direct them to the web sites with product information if not

available.

Part 2 - Hands-On Computer Assignment

6.

7.

8.
9.

Allow enough time for students to review the features of four different
browsers.

Encourage students to help each other find a solution when a question or
problem arises and remind them to check out the on-line help.

Monitor their progress and provide assistance if necessary.

Have students turn in their charts at the end of the session.

HOT Activities:|

1.

Have students develop a written document with the steps one would take to
explore new or different browsers and the hints for solving problems one
might encounter.

Invite another class or group of instructors to the class and have the students
teach them how to use one of the browsers.

Have the students make a poster highlighting the features and benefits of one
of the most popular browsers.
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4. Ask the students to find a recent article/critique that compares Netscape and
Internet Explorer and prepare a written summary in their own words of the
similarities and differences set forth by that author.

IAssessment methods:]

Observation of active participation by students by the instructor.
Review and feedback from instructor of completed comparison chart.
Students compare and assess their charts with other students’ work.

Instructor evaluation of document on use of different browsers and feedback
shared with all students.

o Self-assessment by those members of the other class who were taught by
students.

e Posters assessed by students for originality and completeness of information.

Instructor evaluation and comments for improvement:|
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In Search of Market Competition
or Surf City, U.S.A. '

ILESSON 3-5:] Gotta Keep Searchin’, Searchin’ Approx. time: 1 class

ILesson overview:]

Students now practice techniques to refine their searches. The lesson will
conclude with a search in at least three different search engines on a given topic
to generate a list of 10 sites (URLs) which could be used for market research.

[Students will demonstrate the ability to:|

1. Evaluate requirements and identify missing or conflicting information. (F/ANL,
ES-6)

2. Communicate and document information and the recommendations.
(F/D&BC)

3. Recognize the purpose of the research and evaluate its scope based on
goals and available resources. (F/RES, ES-8)

4. Share information and explain procedures to other classmates. (ES-7)

5. Analyze and present market information. (F/ANL, F/D&BC, ES-15)

IPrerequisites:] Lessons 3-1 and 3-3

[Content required;|

1) Different types of search engines:
a) Category
b) Subject
c) Metasearch

2) Using Boolean logic

Resources:

For each search engine the Help pages will be very useful and up-to-date for
providing information about the types of searches and the search criteria
which one can employ to achieve the most efficient searches.

http://altavista.digital.com/av/content/help.htm

http://PowerReporting.com

IMaterials checklist
v Lesson 3-5 IT Notes (JMOD3-5-1)
v Step-by-Step Handout (JMOD3-5-2)

IEquipment checklist]
v" Computer with internet connection
v' Computer display projector
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[Teaching strategy;|

Part 1 - Introductory Discussion

1.

2.

While distributing the IT Notes (JMOD3-5-1), explain the purpose of this
lesson and the importance of efficient Internet searches.

Using the handout, explain the different types of search engines and the ways
in which an Internet search may be limited. Address each of the hints and
have students describe how it works to achieve a better search by giving
examples of its use.

IRCO Simulation- Optional

Use these search topics for the search exercises below:
Step 1 - hip-hop, rap, guitar
Step 2 — Pages about last year's profits in the music business
Pages with the name of the #1 selling artist in the URL
Pages about music in the education domain
Step 3 — Chosen by students
Step 4 — CD recordings that have sold the most
Recording artist that have sold the most
Genres of music that have sold the most
Conduct a discussion asking the students to consider IRCO’s position in the
marketplace. Find out from the students if they ran across any other
companies that appeared to be doing the same things as IRCO. Have them
review all of the information that was gathered and, as a class, prepare a list
of possible trends developing in the music industry that would be of interest to
IRCO’s management. Record their ideas on the board. Finish by asking
students to print the homepage of one of the companies that they think would
be the strongest competitor of IRCO for their portfolios.

Part 2 - Hands-On Computer Activity

3.
4.

5.
6.

Distribute the Step-by-Step handout (JMOD3-5-2) to individual students or to
students working in pairs.

Identify for the students or allow them to develop topics of interest for the
searches in Steps 1, 2, 3 and 4.

Instruct them to fill in the three topics each in Steps 1, 2, 3 and 4.

Allow time for students to complete each or the exercises, monitor their
progress and provide assistance when needed.

IHOT Activities:|

1.

When completed with the handout, instruct students to analyze each of their
ten sites for relevance, timeliness, accuracy, and completeness, and prepare
a brief written description of their evaluation.

Have students compare and contrast the results of searches made on the
same topics and prepare a short written analysis.

Conduct a discussion of the results of each of the exercises in the Step-by-
Step handout. Ask students to evaluate their improvement in search results
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and share with the other students how it was accomplished. Conclude by
discussing the increased market competition provided by web sites.

IAssessment methods:|
e Observation by instructor of classroom activities as students participate in
exercises and discussions.

e Assessment by instructor on criteria of analysis of handout and feedback
given to written description.

e Students compare and assess the 10 URLs about their topics with the class.
Self-assessment of efficient and effective search techniques by students.

Instructor evaluation and comments for improvement:|
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o IT NOTES

Lesson 3-5
Keyword Function
» title:text » Very useful. Finds pages with text

in the title of the document only.
Limits hits nicely.

» url:text » Finds text only in the URL or
internet address. Very useful.

» image:filename » Finds pictures of “filename”

» text:stuff » Finds the word “stuff” in the body of
any document

» domain:text » Finds pages only in the specified

domain (a subclass of the internet
such as edu for education and net
for internet service providers.)

» host:name » Finds pages on a specific computer
called “‘name”

Source: AltaVista Digital’s help page. ©

© HINTS FOR A SUCCESSFUL SEARCH:

¢ The problem with searching the Internet is that it contains overwhelming
amounts of information, 99% of which is useless, outdated, irrelevant, or just
plain wrong. Limiting the focus to laser-like accuracy will make finding what
the student desires the key.

o Use several terms in one search (such as Chopin Etudes early will yield
documents containing any of those 3 words.)

o Use “+” for terms essential to your search.

e Use “— “to exclude any term or terms from your search.

¢ Use and to join words, requiring both of them be in the document; or is the
default mode for multiple words in searching (it will find any document which
contains either word).

e Use quotes (“: +"") to have the search match the phrase exactly
(“Early Chopin” will limit a search wonderfully. All searches are not case
sensitive (capitals not needed).

o Check the Help section to identify even more ways to achieve a better search.
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STEP-BY-STEP HANDOUT
Lesson 3-5

1. Search for the following topics and list your results of hits using three
different search engines:

o Title:
Search engine: Hits:
Search engine: Hits:
Search engine: Hits:
o url
Search engine: Hits:
Search engine: Hits:
Search engine: Hits:
o image:
Search engine: Hits:
Search engine: Hits:
Search engine: Hits:

2. How would you make a search for:

o Topic #1: ?
Topic #2: ?
Topic #3: ?
132
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3. Devise a search of your choice to see if you can get under 25 hits. List the
search and its results below:

Search engine: Hits:
Search engine: Hits:
Search engine: Hits:

4. Choose one of the topics below and then conduct a series of searches which
result in 10 URL sites. Document each of these in the space provided.

o Topic #1:

o Topic #2:

o Topic #3:
A
B.
C.
D.
E.
F.
G.
H.
I
J.
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Module 4:
Reach Out and Touch
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Module 4 — Reach Out and Touch

lLearner Outcomes!|

E-mail

1. Explain the components and organization of an e-mail system.
2. Use e-malil effectively and appropriately.

3. Use basic e-mail functions and tools.

Documentation and Business Communication

4. Explain the purpose and process of communication in organizations.

5. Create and present accurate and effective communication tailored to the
specific purpose and needs of the audience.

Facilitation and Customer Service
6. Demonstrate personal qualities, attitudes and key skills that foster successful
relationships with customers and colleagues.

IPrerequisites:|

‘Knowledge of basic computer functions, Windows, word processing, and the

Internet.

[Total Class Time:| Approximately 10 hours

Outside readings and other resources:|
Internet and World Wide Web: Simplified, Paul Whitehead, Ruth Maran

How the Internet Works: Special Edition, Preston Gralla, Mina Reimer

How the World Wide Web Works, Chris Shipley

The Virtual Community: Homesteading on the Electronic Frontier, Howard

Rheingold
The Whole Internet for Windows 95; User's Guide & Catalog, Ed Krol, Paula

Ferguson
Technology and Privacy: The New Landscape, Philip Agre

E-Policy: How to Develop Computer, E-mail, and Internet Guidelines to Protect

Your Company and lts Assets, Michael Everly
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Module 4 — Reach Out and Touch

The most popular use of the Internet has to be for electronic mail or e-mail, as it
generally is known. Even movies have been made about this unique form of
communication.

E-mail gives you the ability to send written messages around the world, to any
other e-mail user, simply by using a telephone/modem and other
telecommunications lines. For many, this is an opportunity to communicate with
relatives or friends without long-distance telephone charges or postal service
delays. It's also a convenient way when traveling overseas to stay in touch with
everyone at home.

During this module, we will explore the various features of e-mail software along
with the different types of messages that are sent via e-mail. We will also
consider the issue of what is appropriate content to be included in any e-mail
transmission. At the same time, you will get to compose and send some
interesting messages of your own.

For your portfolio, you will produce:
1. Examples of good e-mail correspondence
2. Analysis of e-mail usage policies

lLesson Titles:]

= 4-1 Just Saying Hello

= 4-2 Get to the Point!

= 4-3 What's Inside That?
= 4-4 Netiquette

= 4-5Yea, but is it LEGAL?
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’ Reach Out and Touch

ILESSON 4-1:| Just Saying Hello Approx. time: 1 class

lLesson overview:|
In this first lesson, students will practice addressing, sending, receiving and
replying to e-mail.

[Students will demonstrate the ability to:|

1. Explain the purpose and basic features of e-mail systems. (T/EM)

2. Send, receive, reply, forward, save, and delete messages. (T/EM)

3. Develop a folder for saved messages and documents, and organize
messages. (T/EM, ES-4)

4. Communicate clearly and concisely in a business-like manner. (F/D&BC, ES-
4, ES-6)

IPrerequisites] Modules 1, 2, and 3

[Content required:]

1) Purpose of e-mail

2) Password development
. 3) Basic commands and uses

Microsoft Qutlook ‘97 Field Guide and Qutlook ‘97 At A Glance, both by
S.L.Nelson, Microsoft Press
http://www.microsoft.com/products/prodref/608_ov.htm

IMaterials checklist:]

v" Handout of Module Overview (JMOD4-Ovr) for each student

v Transparency and/or handouts of IT Notes (JMOD4-1-1)

v' The appropriate software must be installed and tested well in advance.
v

v

An external e-mail address available for receiving e-mails from the class.
Sample of IRCO Simulation handout (JMOD4-1-2)

[Equipment checklist]
v' Computer with Internet connection
v Overhead projector

[Teaching strategy;]

Part 1 - Introductory Discussion

1. Distribute the Overview (JMOD4-Ovr) and IT Notes handouts (JMOD4-1-1),
b giving the students time to review each of the materials.

2T
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2.

Introduce the topic of e-mail with a short discussion focused around the
purpose of e-mail and the privacy issues outlined in the IT Notes, using these
or similar questions:

e *What does the term e-mail mean? (electronic mail)

e *Whatis its purpose? (Quick, effective, focused communication)

e *How does it work? (A computer with an e-mail software program, a
browser and an Internet connection is able to communicate with any other
computer that has e-mail capacity, a browser, and an Internet connection.)

e *Why do you think privacy involving e-mail could be a problem/issue?
(See IT Notes for this explanation.)

Instruct students to develop their login name and password, using the

information in the CONTENT section. *Verify that each student has

accomplished this first step before they use the computer.

Share the external e-mail addresses of the class, which they will use for this

exercise, by listing them on the board.

Part 2 - Hands-On Computer Activity

5.

Have students locate and open the e-mail software program and look for a
message. Consider using a free e-mail service such as Hotmail, Yahoo, or
Mailexcite at your site. This way students can also keep in contact with
family, friends, for job interviews, etc. and so that the center can use as a
follow-up method after the students leave.

Since there are no messages, instruct them to compose a simple hello and
greeting to the student on their right, and mail it to them, using the correct
icon for SEND.

Show students how to create and label a folder (using their own name), after
questioning them about the purpose of folders. Then show them how to save
their message in the folder just created.

Instruct students to reply to their message with another simple, but business-
like message.

IRCO Simulation-Optional

Distribute the IRCO Simulation Handout (JMOD4-1-2) and explain to the
students their roles as Production Assistants for IRCO

Instruct the students to send an e-mail to a brand new employee at IRCO (the
student on their left) as they assume the identity of IRCO employees and then
reply to the message that they receive.

Have the students then create a second folder labeled IRCO for saving these
messages.

HOT Activities:|

1.

Have students pretend they have daily access to e-mail capability. List 5-10
ways they could utilize this in their daily lives: for fun, friendship, school
and/or family purposes. Share list with classmates as part of class
discussion.
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2. Ask students to discuss how e-mail can benefit or hurt a business. As they

. identify ways, list these on the board. Next ask the students to identify ways
that e-mail can be a help or a hindrance to people at their job. Again, list
these ideas on the board. Conclude by pointing out that, by the end of this
module, students should have a very good idea as to what is professionally
acceptable.

3. Prepare and send an e-mail message to each student. Instruct each student
to work individually or with a partner to:

* |ocate and open the e-mail software.

* Locate the IN-BOX, and open/read their message.

* Respond to the sender’s question with an appropriate reply, print this
message (to be handed in for evaluation purposes), and send it.

* Forward their response to a second e-mail address provided by the
instructor.

* File the email in the folder with their name on it.

4. After the class has completed the above exercise, ask for class participation
in a discussion about the parts of e-mail that are relatively easy to understand
and why, and the parts that are more difficult (and need a bit more thought)
and why that is. Encourage and support students in being honest in their
appraisal of what is easy and what is more difficult.

5. Consider the establishment of a discussion group of Job Corps students
involved in the other IT pilots so that they can send each other e-mail

. messages, work on projects together, etc.

IAssessment methods:|

e An activity identical (with a different e-mail reply-to-person) to the above can
be designed, having each student work by him/her self to demonstrate
mastery.

e A follow-up piece to this assessment could include a short exercise that asks
students to explain in 1-2 sentences, in their own words, how to:
> Locate e-mail software programs on the computer
> Open e-mail software
> Open, reply to, forward, save and delete messages

Instructor evaluation and comments for improvement]
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IT NOTES
Lesson 4-1

WARNING: Never give your home phone or address to anyone on the
Internet. DO NOT “CHAT” unless you have permission from the teacher
directly.

E-mail is a delightfully handy way to keep in touch with people all over the world
without long-distance phone charges. Keep in mind that e-mail is very public,
even if it appears to be private. E-mail is often stored on a central computer or
server, and even if you delete a message it may still be on the server! Messages
are very quickly sent to the wrong recipient and can be intercepted. E-mail done
on a center's or company’s computer are considered property of that
organization and may be read, printed, made public, or used as evidence in
court.

Communicate sensitive and confidential matters in person. Always assume that
whatever you e-mail could be posted for everyone to read. Be discreet and
cautious.

The simplest e-mail commands are also the ones you will use most often, i.e.
open messages, reply, forward, save and close. Every e-mail software
program offers these commands, but every program will name them slightly
differently, (i.e. VIEW or OPEN as the command for seeing and being able to
read a message). When using a new e-mail system, use your common sense
and you will probably be able to quickly figure out which command to use for
what you want to accomplish. Remember, the User Manual and the on-line Help
that comes with most e-mail programs will give you valuable information about
using the commands.

> To open your software and read your messages you need a name, or log in
name, and a password. If the account is already set up, use the password to
open the mail. To create a log in name, people often use their first initial and
last name (James Noble would become jnoble). Use all lower case, although
most software ignores upper case. If that fails, always try twice and check the
spelling; it must be exact.

Passwords: Use a simple password because you do not want to forget it. Your
name or your number on the class roster is good. To create a truly secure
password for yourself, do not use your initials, center name, license plate, return
address, or such similar obvious choices. Students or others will crack your
password and create incredible problems.

4
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> Use the following guide to create a secure password:
o Write down the password first. Hide it!!
0 Use letters and numbers and other odd characters (e.g. *&\# @).
o Use something only you know and will remember (a friend’s name,
altered, like jame23@s is excellent).

> Open messages by selecting the correct command. ( For example, in
Outlook, “Go” down to “Inbox” release)

> To reply, select “Reply” (or Reply to Author). This sends a message to
whoever sent that e-mail. Be aware that if the message was from an
automatic list the reply function might not send a message to the originator
but to everybody on the list. Be careful of what you say and to where you
send it!

> To forward, choose that button. Type in the name and address of the
recipient(s) in the correct field or line. It is considered polite to not include the
original message unless it is essential to preserve context or meaning.

> To save, select Edit, “Move to folder’ and choose the appropriate folder.

You want to have several folders for mail which logically organize them into
useful categories. Typical folders might include Personal, Clients, Jobs, SaveMe,
Technical info, or specific names like Arnold Jones and Laura Moon. Even

moderate e-mail users will accumulate dozens of messages; folders help keep
information accessible and organized.
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Module 4 - Reach Out and Touch

IRCO Simulation]

Putting You in the Picture: As a new Production Assistant with International
Recording Company (IRCO), you have an opportunity to participate in a variety
of company activities. With branch offices in several cities in the US and
overseas, as well as fewer than 100 employees, there is always a need for your
help whether it's in Administration, Marketing, Recording, or any other of the
many departments. |RCO’s President, Jordan Ono, along with the talented
management team of Leslie Thompson, the Vice President of Marketing; Darryl
Hughes, the Administrative Assistant to the President; and Jo Santiago, the
Production Manager, is always seeking ways to improve the company.

What a busy place IRCO is. You probably would never imagine that a recording
company is filled with hustling employees and, sometimes, even customers. One
of the best ways that we can all keep up with each other is to use e-mail. Since
you are familiar with word processing and the Internet, becoming an expert at e-
mailing should take only a short time.
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Reach Out and Touch

ILESSON 4-2: Get to the Point! Good E-mail Messages  Approx. time: 1 class

lLesson overview:|

Students will write, send, and print concise e-mail messages within established
guidelines in this lesson.

[Students will demonstrate the ability to|

. Use e-mail appropriately according to organization guidelines. (T/EM)
Access and use information from manuals and computers. (ES-13)
Print messages, documents and files. (T/EM)

Display attitudes that foster effective communication. (F/D&BC)

Evaluate and effectively use various communication techniques and formats.
(F/D&BC)

AW

IPrerequisites|: Lesson 4-1

IContent required:|

1) Writing essentials in the style appropriate to a newspaper
2) Priority levels (Optional)

3) Use of the print button or select Edit, then print.

Resources:]

Web sites for industries in which the students are interested. For example, many
trade organizations have a web site for members and potential members as well
as specific corporations maintain web sites to lure potential employees. Also,
consider the |IT students at other pilot sites as resources.

Materials checklist:|

v" Internet address to which the material may be e-mailed

v Sample of IRCO Simulation of Announcement by Jordan (JMOD4-2-1) as
handout or transparency

v E-mail Assignment: Assessment Checklist (JMOD4-2-2) for each student

[Equipment checklist|
v' Computer with Internet and e-mail access

[Teaching strategy|

Part 1 - Introduction

1. While introducing the lesson, have students use the Internet to find a favorite
web site and note the webmaster’s e-mail address.

IRCO Simulation-Optional
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Distribute the Announcement from Jordan (JMOD4-2-1) and explain to the
students that they are in the role of a Production Assistant, currently working
in the Marketing Department of IRCO. Their task is to compose an e-mail
request to the editor of their local newspaper to release the story of IRCO’s
nomination for the prestigious BEST CD PRODUCER Award.

Provide the students with a temporary e-mail account address for the
Announcements Editor at the local newspaper (only for portfolio assessment
purposes).

Using their word processor while off line, instruct students to prepare a brief
introduction to their Press Release that contains a request for newspaper
coverage of their story that follows. Students are then to write 2 or 3
paragraphs, summarizing the announcement by Jordan that will be e-mailed
to the Announcements Editor. Be sure to have students include the five news
story guidelines: Who, What, When, Why, Where, and any major events in
their message. Encourage some humor or other ways to make the story an
interesting piece.

Have the students copy and paste their document into an e-mail message
during Step 4 below.

Part 2 - Hands-On Computer Activity

1.

2.

Instruct students to open the e-mail software and under “Compose” select a
new message.

Have students key in their selected e-mail address and check the spelling
carefully. Remind them of the importance of correct spelling and use of Spell-
Check, if that is an option within their e-mail program.

Discuss style: Tailoring the message format to suit the intended audience, be
it business-like, informal, or “finding-a-job-formal”!

Ask students to write a message to the webmaster of the site that they found
of interest. Instruct the students also to copy their instructor before sending
the message. Remind students to introduce themselves during the message
and to identify as many points about the quality of the site as they can
(without going overboard).

Have students make this “Important” but not urgent among their priorities.
Request that students print out their e-mail correspondence, and then collect
them for assessment purposes.

HOT Activities:].

1.

Have students make their own electronic edition of a newspaper and publish
it for the entire center. Encourage them to cover topics about the center as
well as about the community. Students could e-mail their "who, what, when,
and where" news stories to Job Corps students at other IT pilot sites. (Please
be sure to get students' approval before releasing any e-mail addresses.)
Using the E-mail Assignment Handout (JMOD4-2-2), have students evaluate
their e-mail messages and practice improving the composition skills. For
more practice, have students evaluate a partner's e-mail message and
provide him/her with feedback.
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IAssessment methods!]

Use the E-Mail Assignment Handout (JMOD4-2-2) to grade the printed message

for:

Conciseness

Correct grammar and complete, intelligent, interesting sentences

Spelling accuracy
Completeness of message

Instructor evaluation and comments for improvement|
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International

Recording Company

Memo

To: Marketing Department
From:Jordan
Date: November 1, 2000

Re: Announcement from the MRAA

| have just received information from Erin Atkinson, Executive Director of the Music
Recording Association of America (MRAA), that we have been nominated for the
award of Best CD Producer. IRCO is one of five finalists for the honor that will be
awarded at the annual MRAA convention next March.

Established in 1889, the MRAA is the oldest professional organization to promote
musician performances worldwide. Each year during their annual convention for
members they host a gala awards dinner that is televised to an audience estimated
at over 100 million. Twenty different awards, all denoting outstanding
accomplishments in the music industry in a variety of categories, are presented by
celebrities throughout an evening of musical entertainment. This years event will
occur at the new Benaroya Symphony Hall in Seattle.

The other companies nominated are Sony, Arista, Atlantic, and Capitol. | am truly
excited to be considered in a category like this among such industry giants.

| have asked Leslie to start disseminating the word to the rest of our employees
throughout our different locations and to the media. We will also want to let our
customers know of this achievement.

As further developments become available, | will share them with you.
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2-3 well-constructed paragraphs

Humor or interest-producing thoughts
Appropriate tone and language for business
Courteous and engaging style

Total
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. E-MAIL ASSIGNMENT:
ASSESSMENT CHECKLIST

Student:
1. Correct e-mail address and set-up of document to be created:
2. Sentences: Short, simple, easy to understand, and concise:
3. Designation and use of correct priority level

. 4. Correct grammar, sentence structure and spelling
5. Content: Clear message, expressed succinctly

10pts

15pts

5pts

20pts

10pts
10pts
10pts
10pts
10pts

100pts
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fReach Out and Touch: E-mail

ILESSON 4-3; What's Inside That? Approx. time: 1 class

[Lesson overview:]|

Students will make a list of e-mail addresses and practice attaching documents
to an e-mail message and opening received attachments.

IStudents will demonstrate the ability to:]

1. Attach documents to messages. (T/EM)

2. Create distribution lists. (T/EM)

3. Develop a document with appropriate language, style, and format based on
the needs of the task and audience. (F/D&BC)

4. Share information and explain procedures to group members. (ES-7)

5. Work effectively in a group. (ES-10, ES-11)

6. Analyze/interpret and synthesize/summarize information. (F/ANL)

IPrerequisites:]  Lessons 4-1 and 4-2

IContent required:]
1) Definition of an address book:
a) How to create an address book
b) Typical groups might include Friends, Classmates, Business Contacts or
Relatives.
2) Attaching a document or file
3) Viewing a file

The “Help” file in Microsoft Outlook.

Microsoft Outlook '98 Field Guide and Qutlook ‘2000 At A Glance, both by S. L.
Nelson, Microsoft Press

http://www.microsoft.com/products/prodref/608_ov.htm

IMaterials checklist:|

v' Sample of IRCO Simulation handout with e-mail addresses (JMOD4-3-1) with
e-mail commands which may need to be customized, based on e-mail
software

[Equipment checklist;|
v' Computer with Internet access

[Teaching strategy:|

1. Explain to students that the purpose of today’s lesson is to prepare a
questionnaire (6+ questions) that will become a document they are sending to
a group of selected e-mail users. Continue to describe the activity by
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explaining that, within a group, they need to brainstorm questions for the
content and then produce a written document with the list of the questions.
Conduct the above brainstorming activity and have student groups complete
the design of their questionnaires.

Provide time for each student to prepare his or her own copy of the
questionnaire in the word processing application being used.

IRCO Simulation

Explain to students that the class is going to assume the roles of Production
Assistants at IRCO and develop a questionnaire (6+ questions) that will
become a document they are sending to selected IRCO employees.
Continue to describe the activity by explaining that they need to brainstorm
questions about musical groups (such as, what musical types other people
prefer, how many hours a day they listen to music, what musical groups are
their favorites and why, etc.), and then produce a written document with the
list of the questions.

Distribute the handout with the e-mail instructions and the list of IRCO
employees (JMOD4-3-1) to each student.

HOT Activities:]

1.

Instruct students to open a new e-mail message, and then compose a short
introductory message alerting their audience that they will be receiving
(attached to this e-mail) a short questionnaire. The communication should
request them to complete the questionnaire and return e-mail it to them as
soon as possible.

Ask students to attach the questionnaire to their e-mail message using the
directions by demonstrating the process, but instruct them not to send the
message, as they need to create a group of e-mail addresses that will receive
this message and attachment. Have students develop a list of names with e-
mail address or provide them one (such as one from the center).

Have the students create an e-mail group called Question Feedback and then
enter their names and the e-mail into this group.

Show students how to select the group and send the message and then give
them time to perform the process on their own.

IAssessment methods:]

Instructor prepares examples of feedback for each of the students’ surveys to
which they can develop replies. Evaluation by the instructor of the
questionnaires and replies.

Instructor evaluation and comments for improvement;|

143
NORTHWEST CENTER FOR EMERGING TECHNOLOGIES 15




IRCO Simulation
Employee List
Lesson 4-3

. Joyce Adams jadams @irco.com
. Joe Santos jsantos@irco.com
. Will Authonski wauthon @irco.com

. Alicia Romano aroman@irco.com

. Terry Eubol teubol@irco.com

. Tim Grather - tgrather@irco.com
. Cindy Lee clee@irco.com

. Jim Wu jwu@irco.com

1
2
3
4
5. R. J. Gonzales rigonz@irco.com
6
7
8
9
1

0.Linda Yantis lyantis@irco.com
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Reach Out and Touch

ILESSON 4-4:| “Netiquette”- Internet Etiquette Approx. time: 1 class

lLesson overview:|

Students will review examples of e-mail and learn how to make productive,
business-focused messages. They then will write their own e-mails with correct
grammar, tone, formatting, and style.

iStudents will demonstrate the ability to:|

1. Explain and use appropriate e-mail etiquette. (T/EM)

2. Be courteous and professional when communicating with others. (F/D&BC,
ES-7)

3. Explain the importance of customer service in organizations. (F/F&CS, ES-9)

4. |dentify and exhibit the qualities and attitudes that foster successful
relationships with customers. (F/F&CS, ES-9, ES-12)

Prerequisites:] Lessons 4-1, 4-2, and 4-3

[Content required:]

1) Techniques for proper e-mail in business
2) Definition of flaming

3) Customer Service guidelines

Resources:

The Internet has many places to read about current e-mail rules and procedures.

For example: ,

http://www.fhcrc.org/about/CenterNews/1996/Dec19/Emailettiquette.htm and
http://cc.uoregon.edu/etiquette.html

[Materials checklist|

v" Handout of information if text or other resources not available (JMOD4-4-1)
v Handout or transparency of examples of good and bad e-mail (JMOD4-4-2)
v" IRCO Simulation of Situations for Group Activity (JMOD4-4-3)

v" Handout of critique sheet for e-mail correspondence (JMOD4-4-4)

[Equipment checklist:|
v' Computer (internet access optional)
v' Overhead or computer display projector

[Teaching strategy|
Part 1 — Before Class Preparation for Instructor
1. Review the types of situations found in the IRCO Simulation handout
(JMOD4-4-3).
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2.

Develop a list of scenarios that would provide opportunities for the students to
‘flex their customer service muscles’. For example, you may address actual
occurrences around the center or types of situations that they may face in a
particular industry. Use this list during Step 1 of the Hot Activities.

Part 2 — Classroom Discussion

3.

Distribute the informational handout (JMOD4-4-1) while explaining the
purpose of the lesson and allow enough time for the students to review and
consider the content.

Conduct a general class discussion surrounding the topics regarding e-mail
etiquette and customer service.

Using the samples of good and bad e-mail correspondence (JMOD4-4-2),
address each example. Probe the students to give ideas as to why they are
good or bad and how the messages could be improved.

IRCO Simulation-Optional

Distribute the list of situations that might be found in IRCO (JMOD4-4-3) to
use in Step 1 of the Hot Activities.

HOT Activities:] :

1.

Have students work in teams of two for the following problem-solving activity.
Assign each team one of the “situations” from the list provided. As a team,
they are to compose a bad example of an e-mail response to the situation,
and a good example for the same situation.

Instruct students to send these two examples to the instructor and be
prepared to explain to their classmates the specific parts of each e-mail that
are either bad or good.

Use the overhead projection device to show a sampling of these good and
bad e-mails, asking their “authors” to assist in pointing out their flaws and
strong points.

Locate a student or instructor with a real customer complaint. Document all
of the e-mail and other communications which take place. Have students
assess when the communication began to resolve the problem and
recommend how the process could have been shortened or done better and
more efficiently.

IAssessment methods ]

Make copies for each student of two particularly strong examples of both
good and bad e-mail etiquette and customer service. Students generate a list
of characteristics that differentiates the examples for instructor evaluation.
Assign students, during the first 20 minutes of the next class period, to
critique each example, using the E-Mail Etiquette and Customer Service
Critique Sheet (JMOD4-4-4) as a guide, and hand in for assessment by
instructor.

Instructor evaluation and comments for improvement;|
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IT NOTES
Lesson 4-4

It’'s a Good Thing

Treating others with dignity and respect is expected whether you are talking to
someone in person or communicating by e-mail. This simple rule tends to be
violated more in cyberspace because of the seeming anonymity of electronic
interaction. E-mail messages can be traced, usually very easily, and if originating
from a large organization, have left a copy behind on the server. If you send a
nasty e-mail to someone, they will know who it came from, so be prepared to
deal with the consequences.

Writing good e-mail is analogous to writing a good postcard. It is meant for one
individual but can be seen by many others, so it must be kept clean and concise.
Start with a subject line that communicates the subject quickly. You want to keep
it short and to the point. include your return e-mail address. Minors should
never give out their home address or phone number to anyone on the
Internet! Do not use all capital letters; it is the electronic equivalent of shouting,
which is very bad manners - and hard to read. As you receive e-mail it is polite to
reply in a timely fashion. Finally, respect the copyright law: do not steal pictures,
text, or software. It is a federal offense.

“Flaming” is the sending of a particularly nasty e-mail. Do not flame others. it is
rude and does not solve anything. If a message or bit of information upsets you,
then you should: '
e Verify the information and its source.
e Deal with personal and sensitive issues in person, not e-mail or voice-
mail.
e Wait 24 hours before sending any e-mail that has an acrimonious content.
Cool down!
e Be clear about your goal. Is it to solve the problem, or just to lash out and
hurt someone?
e Everyone likes to be valued, praised and feel productive. Look for the
good in the midst of any negative.
e Treat others as you would wish to be treated!

NORTHWEST CENTER FOR EMERGING TECHNOLOGIES 19




More on Customer Service

When employed where you deal with customers, over the phone, or with e-mail,
there are additional customer service guidelines to observe:

1.
2.

3.

Treat customers with politeness, no matter what they say.

Attempt to handle whatever issue or complaint the customer has. Try not
to pass them off onto someone else and avoid “get back to you tomorrow”.
Deal with the problem quickly, honestly and with good manners.

The main contact the customer has is with you, so make it great.

A short note about phone manners:

e Speak clearly, and enunciate without slang.
e Answer the phone saying, "Hello, {company name} this is {your name}, how

may | help you?” not “yea?” or “huh?” or “can | help you?” They would not
be calling if they didn’t want something.

e Ask if they would mind being put on hold and wait for an affirmative.
e Repeat back important messages and phone numbers to ensure

correctness.
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E-MAIL SAMPLES
Good and Bad

1. Subject: D

2. Subject: The timely importing of the automobiles from China and the
other Pacific Rim Countries for the last several years into American
ports like Seattle and Los Angeles, and the strike.

Message: Workers at General Motors’ only U.S. plant are still turning out cars—the Saturn division,
where the company boasts of harmonious labor-management relations—voted overwhelmingly to authorize
astrike. “We can’t continue to live a lie that this partnership is alive and healthy and well when it’s not,”
said Mike Bennett, bargaining chairman for the union local at Saturn.

The strike-authorization vote Sunday was another blow to the strike-crippled automaker. Negotiations have
slowed and the United Auto Workers Union today convened a summit of about 300 local union officials in
Flint, Mich. Talks between the union and the company also resumed today in Michigan.

Amid chants of “No justice, no peace,” the local presidents and bargaining committee chairmen gathered in
a suburban hotel ballroom not far from the Flint Metal Center stamping plant where the first strike began
June 5.

The meeting came one day after UAW members in Spring Hill, Tenn., voted to authorize what would be
the first strike ever at GM’s Saturn subsidiary.

Bennett, who was attending the UAW conference, noted that negotiations at the plant were scheduled to
resume Tuesday. He said he doubted a strike would be called there within the next 30 days.

Saturn promotes itself as “a different kind of car company.” It uses a team approach in the factory and has a
reputation for strong management-employee relations.

Of the more than 5,000 Saturn workers who voted, 96 percent cast ballots for strike authorization.

Authorizations Used as Bargaining Tool

The UAW often authorizes strikes to put pressure on management during negotiations. The union has
obtained authorizations in recent months to call strikes at an assembly plant in Flint and three parts plants
in Dayton, Ohio, and Indianapolis but has yet to order walkouts there.

Saturn President Don Hudler played down the vote, saying it does not indicate a strike is imminent. He said
Saturn will maintain its operating schedule and continue turning out cars.

“We recognize we have critical issues to work through,” Hudler said in a statement. “We will continue to
talk through each one of them and resolve issues as we’ve always done in the past—in the spirit of
partnership.”

The vote came four months after dissident employees forced a referendum on their unique contract with
GM. Workers voted overwhelmingly to keep the “risk-and-reward” contract rather than abandon it for the
contract all other UAW workers have.

Under the “risk-and-reward” pay program, Saturn employees average about 12 percent less in salary than
GM’s other workers but can add to their base pay by hitting certain goals.

3. Subject: ITBS Tests

Message: The ITBS tests will be given Thursday and Friday.

All students should report to the auditorium at 10am.

If there are any questions ask bjones@hallhigh.edu or call 402-EDUC
Thank you, Mr. Jones

=
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“IRCO SITUATIONS” for Group Activity
Lesson 4-4

1. Send a message calling for a meeting of the Marketing
Department at IRCO.

2. Send a message to a group of IRCO venders announcing the
MRAA nomination.

3. Send a message to the company president requesting that a
Friday afternoon staff get-together be held monthly, on the last
Friday of the month, to acknowledge all the employees who had
birthdays that month.

4. Reply to a message from your manager, who is alerting you to the
possibility that you may lose your staff parking place if you
continue to arrive late to staff meetings.

5. Reply to a message from your manager in which you were asked
to attend a company picnic on a date when you have an important
family commitment.

6. Reply to a very upset customer who bought one of your company’s
CDs a year ago and now wants to return it to the store where
he/she purchased it because his/her taste in music has changed.

7. Send a message announcing that Joanna Bradwell, Assistant
Director of Marketing at IRCO, gave birth to a baby girl yesterday.

8. Send a message to announce the retirement of Joe Antoni,
Manager of Research and Development, and a party to be held in
his honor.

9. Reply to a message sent to all IRCO employees, by Jordan Ono,
stating that employees needing to take summer vacations should
notify their immediate supervisor with those dates as soon as
possible.

10.Send a message congratulating Joan Buto as “employee of the
month”.

11.Send a message to your immediate supervisor letting her know
that you will need to take a personal leave day this coming
Friday for a court appearance.

12.Send a message to your immediate supervisor asking for
assistance in mediating a disagreement between two of your
colleagues.
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E-MAIL ETIQUETTE & CUSTOMER SERVICE

Name:

CRITIQUE SHEET
Lesson 4-4

Date:

1. Was the responder treated with dignity and respect?

2. Was the message clear and concise and easy to understand?

3. Was the subject communicated at the beginning, and quickly?

4. Were upper and lower case letters used appropriately?

5. Did anything stated violate a copyright law?

6. Was the tone polite, positive and upbeat, so that the person
receiving it felt valued?

7. Was the subject too sensitive for e-mail purposes and therefore
should have been dealt with person-to-person?

8. Is the goal of the e-mail clear?

9. Was the problem dealt with quickly, honestly and with good

manners?
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Reach Out and Touch

ILESSON 4-5:] Yea, but is it LEGAL? Approx. time: 1 class

lLesson overview!]

Students will have an opportunity to analyze legal-use policies and summarize
them to members of a different team for centers and businesses.

[Students will demonstrate the ability to]

1. Explain security issues and the purpose of guidelines for legal usage of
e-mail. (T/EM, ES-16)

2. Use effective listening and paraphrasing skills in a group environment.
(F/D&BC, ES-5, ES-7)

3. Analyze information and present in a written or oral summary. (F/D&BC)

IPrerequisites:] Lessons 4-1 and 4-4

[Content required:|

1) Basic information on Internet policies
2) Sample of center's guidelines/policy

|Resources:]

www.icle.org/techlink/internet/how.htm
www.icle.org/techlink/internet/email.htm

Materials checklist:|

v Handout and transparency of information such as IT Notes(JMOD4-5-1) with
copy of the center's e-mail usage policy for each student
v Sample of school policy (JMOD4-5-2)

[Equipment checklist]
v' Overhead projector

[Teaching strategy;|

Part 1 - Preparatory Activity

1. Distribute the handout with the information (JMOD4-5-1) and sample of an e-
mail usage policy.

2. Divide the text sections of the policy into smaller ‘chunks’ and assign each to
a team of students for review.

3. After determining an adequate time limit for completion, ask students to
summarize in their own words within the time limit and be prepared to present
an oral summation to the class.
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Part 2 — Group Activity and Discussion

4.

While each team prepares their oral summation to the cIaSs, ask them to
choose a key topic word that could be a good, concise title for their “chunk”
(i.e. one paragraph-chunk might address the concept of privacy).

. As each team presents, put a key word/s on the board or overhead. After the

oral summation and discussion-for-clarification is completed, the class will
have a list of 12-15 key words that should spark recognition of the concept.
Select key parts of the e-mail policy you have just “dissected” with the class,
and conduct a discussion centering on why a policy like this is needed.
Assign a writing assignment, asking each student to defend the policy by
reacting to the following statement:

“All e-mail policies are just an attempt to take away my First

Amendment right of free speech.”

HOT Activities]|

1.

Working in their same team, assign the task of obtaining a copy of the e-mail
policy for a fairly large business in your area. Ask each team to compare and
contrast (i.e. analyze) their business e-mail policy with the one for their
center. Instructor's Note: For this activity, you may want to model the idea of
comparing and contrasting. To do this, you will need to obtain an e-mail
policy of a business (different from any of the ones the students procured)
and, utilizing the key words generated in #2 above in the Teaching Strategy
section, list the similarities and differences that occur within the business e-
mail policy. Then, taking this list under one of the key words, write a short
paragraph presenting this analysis.

Have each student team briefly present their analysis to their classmates.
After these presentations, conduct a discussion about the key differences
between an e-mail policy governing an educational center and one governing
a group of adult business colleagues.

After the above discussion, ask students to role-play a discussion between a
student and her/his parent, where the student is attempting to explain to the
parent why there are inherent differences between the two types of policies.

|IAssessment methods:]

Have the students use each word from the paragraph-chunk titles to
summarize the ideas in a hand-written or word processing format. The
written summary of the key word topics done by each student will serve as an
excellent barometer of their understanding. As each e-mail policy will differ, it
is not possible to attach a list of criteria for evaluating their mastery of each
concept—this will be left to the instructor.

Students compare and contrast the policies generated. Student teams can
then combine the “best policies” into a few documents.

Instructor evaluation and comments for improvement:|

L
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IT NOTES
Lesson 4-5

The use of e-mail is increasing at a fantastic rate. There are guidelines for all
users as well as specific restrictions which educational institutions and
corporations impose on their authorized users. As the computers, software, and
customs change, so also do usage policies, although some guidelines will remain
constant. Some activities are not allowed and never will be:

e Using the educational institution or business e-mail to make money for
oneself.
Copyright infringement (taking of pictures, text or anything else illegally).
lllegal or immoral pursuits.
Sending so many unnecessary or illegitimate messages to others that the
system is slowed down.

Many e-mail usage policies specifically allow individuals to use e-mail for
personal messages. It can promote learning about the computer system, build
team spirit, and increase overall productivity. E-mail usage policy is similar to the
one that many companies have about using the telephone; a little personal use is
fine as long as work gets done in a timely manner. Tying up company resources
for extended periods of time or in a costly manner is not allowed.

Privacy of e-mail is an evolving issue that involves legal and social questions.
Current opinions vary, yet there is general agreement that companies own any
e-mail which comes into or leaves their network. A significant percentage of
companies, especially large companies, read all of the e-mail that goes through
their system.

Messages of a personal or confidential nature need to be treated carefully. Some
communications should only be done in person, others can be dealt with by
e-mail using indirect terms. When sending sensitive material, be sure the
address is correct! You should operate under the thought that any e-mail you
send may be posted on a public bulletin board as soon as it is sent, so be
careful.
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EXAMPLE OF E-MAIL USAGE POLICY
Seattle School District
Network Use/Access Agreement

The Seattle School District is pleased to offer its employees access to the
District's computer network, which includes word processing, electronic mail, and
Internet services. The District's network should be used primarily for work-
related and educational purposes. All information and services contained on
District computers are placed there solely for job-related functions. Access to the
network is a privilege - not a right - and it may be revoked by the District at any
time.

The District has the right to review any material stored in a District computer or
accessed through the network. The District also has the right to edit or remove
any materials installed, used, stored, or distributed on or through the District’s
network or system. Files stored or materials accessed through the network are
not private.

The District does not warrant the functions of the Internet service or that any of
the networks accessible through the Internet service will meet any specific
requirements an employee may have, or that the Internet service will be error-
free or uninterrupted. Nor shall the District or any administrators be liable for any
direct or indirect, incidental, or consequential damages sustained or incurred in
connection with the use, operation, or inability to use the network.

The following conduct is prohibited on the District network:

1. Transmitting or accessing obscene, pornographic, graphically violent, or
sexually inappropriate material or pictures for a non-educational purpose;

2. Using obscene, graphically violent, or sexually inappropriate language for a
non-educational purpose;

3. Engaging in practices that may harm or destroy data on any system or on the
network or disrupt the operation of the network;

4. Installing, storing or distributing copyrighted software or materials in violation
of copyright law;

5. Supporting or opposing a political candidate, an election campaign, or ballot
proposition, including a school levy;

6. Unauthorized use of another person'’s password;

7. Transmitting or accessing material that discriminates against, harasses,
defames, or insults another person, which includes sending or receiving
sexually explicit, racial, or gender inappropriate jokes or messages;

8. Using the network to violate District policies;

9. Encrypting communications to avoid District review;

10. Intentional and unauthorized access in another person’s folders or work files;

11.Using the network for illegal activities (e.g. drugs, bomb-making or computer
“hacking”).

- hl
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The above list is not exclusive and the District is the sole arbiter of what conduct

is inappropriate and thus prohibited on the network. A network administrator will .
report inappropriate conduct to an employee’s supervisor and to human
resources so that appropriate disciplinary action may be taken. Any other reports
of inappropriate behavior, violations, or complaints will be routed to the
employee’s supervisor or to human resources so that appropriate disciplinary
action may be taken. Engaging in prohibited or inappropriate conduct may result
in the loss of access to the network, as well as other disciplinary action up to and
including termination of employment. When applicable, law enforcement
agencies may be involved.

In consideration for the privilege of using the District's network or other computer
services, | grant the District permission to monitor my activities on the network
and | hereby waive any right to privacy which | may otherwise have in such
materials. | have read and understand the above Network Use/Access
Agreement. | acknowledge and agree to all the conditions set forth in this
document.

Print Name Signature
Location /Position Date
1 I
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ERIC

Module '5:
Creating Budgets, Budgets
and More Budgets
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Module 5 - Creating Budgets, Budgets,
, and More Budgets

ILearner Outcomes:]

Spreadsheet

1. Design, create, modify, and troubleshoot spreadsheets.

2. Create graphs and charts.

3. Apply spreadsheet principles to real-life and business situations.

4. Apply math and logical thinking and analysis in designing spreadsheets.

Analysis
5. Gather data to identify requirements and to interpret and evaluate the

requirements.
6. Analyze the process interactively to continuously improve the outcome.

Task Management
7. Organize and prioritize multiple tasks in the most effective way.

8. Allocate time and resources according to task complexity and priority.

. [Prerequisites]

Knowledge of basic computer functions and Windows

[Total Class Time:| Approximately 10 hours

[Outside readings and other resources:|

Excel 97 for Windows for Dummies, Greg Harvey

Data Analysis with Microsoft Excel, Kenneth Berk

Learning Business Statistics with Microsoft Excel, John Neufeld

Easy Microsoft Excel 97, Elaine Marmel

Statistics with Microsoft Excel, Kenneth Heilmann

Spreadsheet Applications in Chemistry Using Microsoft Excel, Dermot Diamond
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Module 5 — Creating Budgets, Budgets,

and More Budgets

Module overview:|

When most people hear the word ‘spreadsheet’, they roll their eyes in fear. Why?
Probably because spreadsheet software helps you work with numbers. And
numbers scare some people. Believe it or not, spreadsheets can actually help
take the fear of numbers away.

A typical spreadsheet displays a grid of rows and numbers on the computer
screen. You enter numbers and mathematical formulas in the grid and the
computer will calculate the results automatically.

Imagine you are buying a new car and you have gotten all of the information
about costs including accessories from three different dealers. Car A is more
expensive but has a lower interest rate. Car B is less expensive but has a higher
interest rate. Car C has the low interest rate but requires a bigger down
payment. How do you figure out which car is the best deal? With a calculator
you would have to do all of the computations three times. With spreadsheet
software, you have the ability to type in a calculation once and then see different
results by just changing a few numbers.

While learning about spreadsheets, you will prepare for your portfolio:
1. A budget spreadsheet
2. A formatted spreadsheet with embedded formulas
3. Spreadsheets with a variety of charts and graphs

lLesson Titles:|

* 5-1 How NOT To Be Gridlocked

» 5-2 Money Doesn’'t Grow on Trees

» 5-3 Enhancing Your Spreadsheet

= 5-4 Cool Calculations

= 5-5 One Picture is Worth 1000 Words
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Creating Budgets, Budgets, and More Budgets

ILESSON 5-1:] How NOT To Be Gridlocked Approx. time: 1 class

ILesson overview:] This lesson will first cover the basic features of
spreadsheet software and familiarize the students with the working screen.
Students will then be introduced to the concepts of designing a spreadsheet,
view a variety of different uses of spreadsheets, and prepare a design of a
spreadsheet.

[Students will demonstrate the ability to]

1. Explain and apply spreadsheet design principles. (T/SPS)

2. Describe the ways spreadsheets are used in business. (T/SPS)

3. Analyze and synthesize information. (F/ANL,ES-13)

4. Communicate, document, and evaluate information. (F/ANL, ES-4)

IPrerequisites] Knowledge of basic computer functions and Windows

IContent required:]|

1) What is a spreadsheet?

2) Many uses of a spreadsheet:
a) To organize data, such as numbers and money
b) They are part of the budgeting process
c) They are useful in goal-setting and planning

3) Workbook concept (if using Excel)

4) Using online Help to review features

5) Locating and retrieving files

Resources:

Spreadsheet software such as Excel or Works and its on-line Help

IMaterials checklist|

v" Handout of Module Overview (JMOD5-Ovr) for each student

v Transparency of Screen Layout (optional) — Use Print Screen function in
Windows to create.

v Examples of printouts of spreadsheets as handouts or transparencies

v' Step-by-Step Handout (JMOD5-1-1) for each student (may need to be
customized depending on software used)

v Samples of IRCO spreadsheets (JMOD5-1-2, JMOD5-1-3, JMOD5-1-4 and

JMODS5-1-5) _

Sample of IRCO Simulation Overview (JMOD5-1-6)

Sample handout of IRCO Employee Discount List (JMOD5-1-7)

AN
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[Equipment checklist;]

v" Computers with spreadsheet software
v' Printers with paper
v" Overhead or computer display projector

[Teaching strategy]

Part 1 — Introductory Classroom Discussion

1.

2.

While distributing the Module Overview (JMOD5-Ovr), explain the many uses
of spreadsheets in personal and business planning.

Describe how spreadsheets are designed with data contained in cells within
the spreadsheet as up pass around the examples of printouts of
spreadsheets or display each on the overhead.

Help students compare and contrast the formats and content of these
samples.

Ask the students to offer other ways or ideas in which they might see
spreadsheets useful.

Part 2 - Hands-on Computer Activity

5.

Distribute the Step-by-Step handout (JMODS5-1-1) to the students while they
open the spreadsheet program and allow enough time for the students to
explore each of the features of the spreadsheet, as outlined. Instruct
students to print out the procedures for these functions using the on-line
Help. Students will have their own 'hard copy' of the steps to follow
throughout the module's exercises.

Observe as they try out the features and offer assistance, if required.

At the end of this exercise, guide the students through the steps of locating,
opening, closing/saving and printing (optional) the files of spreadsheets used
as examples.

IRCO Simulation-Optional

Distribute the information for the IRCO Simulation (JMOD5-1-6) and the
samples of IRCO spreadsheets, if not used above. Allow time for the
students to review the handouts and ask questions.

Using the Employee Discount List handout (JMOD5-1-7), explain that, as a
Production Assistant for IRCO, each student can order music CDs from one
of the company’s distributors at greatly reduced prices. Ask the class to
determine a reasonable dollar limit for each individual's first order and then
instruct them to choose which CDs they want to order. Have the students lay
out a simple spreadsheet by hand at the bottom of their handout, which will
be transferred to the computer during their next lesson.

Hot Activities:]

1.

2.

Display or distribute a new example of a spreadsheet and have each of the
students prepare a written evaluation of its format and content.

Explain to the students that in the next lesson they will develop their own
spreadsheets. To conclude today’s lesson, ask students to develop a list to
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be used in their new spreadsheet of no more than a dozen items (Clothes,
food products, sports gear, computer equipment). Have students specify
additional information for each item such as might be found in a catalog:
Description, Category, Order No., Stock No., Location, and Price. Finally,
have students sketch out by hand how they think they will lay out the new
spreadsheet.

IAssessment methods:]

Observation by instructor of computer activity and participation in classroom
discussion.

Completion of assignments with review and feedback provided by instructor.

Evaluation of analysis prepared by students of spreadsheet format and
content.

Instructor evaluation and comments for improvement;|
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STEP-BY-STEP HANDOUT
Lesson 5-1

» After opening the Excel spreadsheet program, select a blank
workbook, and access the online Help to review each of the
following topics:

1) How a Workbook Works:
a) Read the section “About Workbooks and Worksheets” under
WORKING WITH WORKBOOKS AND WORKSHEETS
b) Read each of the sections under MOVING AROUND IN
WORKBOOKS

2) The Screen Layout: Read the sections in “Selecting and
Moving Around in a Workbook” under ENTERING DATA AND
SELECTING CELLS

3) Identify the features or uses of:
a) Categories on the Menu Bar
b) Buttons on the Toolbars

4) Explore the spreadsheet by moving about with the mouse
pointer to locate:
a) An Active cell
b) Sheet tabs
c) Scroll bars

» Continue to explore the many features of the spreadsheet during
the rest of the time available.

» Open and review some examples of spreadsheet files. If you
make changes to these files, always save as a new name.

» Exit the program at the end of this exercise.
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JMODS-1-2

ASSETS
Current

Petty Cash
Cash in Savings
Cash in Checking
Accounts Receivable
Supplies Inventory
Product Inventory
Total Current Assets

Long Term
Property
Accumulated Depreciation
Leasehold Improvements
Total Long Term Assets

TOTAL ASSETS

LIABILITIES AND CAPITAL
Current

Accounts Payable
401K Deductions Payable
Group Health Ins. Payable
Notes Payable - Short Term
Fed. Payroll W/H Tax - Payable
State Payroll W/H Tax Payable
FICA Taxes - Payable
FUTA Taxes - Payable
SUTA Taxes - Payable
Total Current Liabilities

Long Term
Building Mortgage
Notes Payable - First Nat. Bank
Total Long Term Liabilities

Capital
Retained Earnings
Net Income
Total Capital

SAMPLE SPREADSHEET #1

IRCO
Balance Sheet

March 31, 1999

$10,234
$545,968
$49,853
$67,540
$15,340
$25,948

$1,503,070
$450,367
$75,933

$25,499
$125,888
$5,476
$4,001
$5,789
$2,348
$984
$342
$353

$1,276,543
$550,896

$456,789
$289,345

TOTAL LIABILITIES AND CAPITAL

$714,883

$2,029,370

$170,680

$1,827,439

$746,134

$2,744,253

$2,744,253
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JMOD5-1-4

SAMPLE SPREADSHEET #3a

L.A. Area Hotel Phone Numbers

NAME

Best Western Mayfair
Beverly Garland's Holiday Inn
Comfort Inn Pasadena East
Courtyard by Marriott
Doubletree Santa Monica
Figueroa Hotel

Holiday Inn Downtown
Hotel Nikko at Beverly Hills
Loews Santa Monica Beach Hotel
Milner Hotel

Mondrian

Oceana Hotel

Omni Los Angeles

Park Hyatt

Radisson Wilshire Plaza
Red Lion Glendale

Regal Biltmore Hotel
Ritz-Carlton Pasadena
Sheraton Grande

Sheraton Universal

The Beverly Hilton
Universal City Hilton

Westin Century Plaza
Westway Inn

Wyndham Checkers

AREA CODE PHONE NUMBER

213 484-9789
818 980-8000
626 405-0811
310 556-2777
310 395-3332
213 627-8971
213 628-5242
310 247-0400
310 458-6700
213 627-6981
213 650-8999
310 393-0486
213 688-7777
310 277-1234
213 381-7411
818 956-5466
213 624-1011
626 568-3900
213 617-1133
818 980-1212
310 274-7777
818 506-2500
310 277-2000
626 304-9678
213 624-2000
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JMOD5-1-5

SAMPLE SPREADSHEET #3b

L.A. Area Hotel Phone Numbers

NAME

Best Western Mayfair
Figueroa Hotel

Holiday Inn Downtown
Milner Hotel

Mondrian

Omni Los Angeles
Radisson Wilshire Plaza
Regal Biltmore Hotel
Sheraton Grande
Wyndham Checkers
Courtyard by Marriott’
Doubletree Santa Monica
Hotel Nikko at Beverly Hills
Loews Santa Monica Beach Hotel
Oceana Hotel

Park Hyatt

The Beverly Hilton

Westin Century Plaza
Comfort Inn Pasadena East
Ritz-Carlton Pasadena
Westway Inn

Beverly Garland's Holiday Inn
Red Lion Glendale
Sheraton Universal
Universal City Hilton

AREA CODE PHONE NUMBER

213 484-9789
213 627-8971
213 628-5242
213 627-6981
213 650-8999
213 688-7777
213 381-7411
213 624-1011
213 - 617-1133
213 624-2000
310 556-2777
310 395-3332
310 247-0400
310 458-6700
310 393-0486
310 277-1234
310 274-7777
310 277-2000
626 405-0811
626 568-3900
626 304-9678
818 980-8000
818 956-5466
818 980-1212
818 506-2500
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Module 5 — Creating Budgets, Budgets,
and More Budgets

IRCO Simulation:]

Putting You in the Picture: As a new Production Assistant with International
Recording Company (IRCO), you have an opportunity to participate in a variety
of company activities. With branch offices in several cities in the US and
overseas, as well as fewer than 100 employees, there is always a need for your
help, whether it's in Administration, Marketing, Recording, or any other of the
many departments. IRCO’s President, Jordan Ono, along with the talented
management team of Leslie Thompson, the Vice President of Marketing, Darryl
Hughes, the Administrative Assistant to the President; and Jo Santiago, the
Production Manager, is always seeking ways to improve the company.

Everybody at IRCO uses spreadsheets, especially to keep up with sales and
production. All those little boxes for all that data. It's enough to make your head
spin. But, believe it or not, spreadsheets can be extremely valuable in analyzing
any kind of information. Your boss, Jo, is known around the office as the
“Spreadsheet King” because of the elaborate worksheets he has been known to
prepare.

During the next five lessons, you get a chance to practice making a variety of
spreadsheets. After you have mastered developing some personal budgets,
you’ll also have an opportunity to work on budgets for IRCO.

1735
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FOR IRCO EYES ONLY

EMPLOYEE DISCOUNT LIST

Barry White - All Time Greatest Hits (Mercury) 485698
Johnny Mathis - The Christmas Music of, (Columbia/Legacy) 484238
Boyz Il Men - Christmas Interpretations (Motown) 482356
Tom Petty/The Heartbreakers - Greatest Hits (MCA) 474411
Bryan Adams - So Far So Good (A&M) . 467738
Celine Dion - The Colour of My Love (550 Music-Epic) 467662
ABBA Gold - Greatest Hits (Polydor) 458406
Gloria Estefan - Greatest Hits (Epic) 448506
Nirvana - Nevermind (DGC) 442046
The Beach Boys’ Christmas Album (Capitol) 439901
Peter Gabriel - Shaking The Tree (Geffen) 415968
Madonna - The Immaculate Collection (Sire/Warner Bros.) 414557
The John Lennon Collection (Capitol) 405308
Journey’s Greatest Hits (Columbia) 375279
Chicago-Greatest Hits 1982-1989 (Reprise) 401166
U2 - The Joshua Tree (Island) 354449
Jimmy Buffett - Songs You Know By Heart (MCA) 339911
Billy Joel - Greatest Hits Volume | & Il (Columbia) 336396

> Lay out the design for your spreadsheet below:

BESTCOPY AVAILABLE

176
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$7.66
$6.49
$8.05
$7.35
$6.22
$9.17
$7.89
$9.17
$8.55
$7.50
$5.99
$8.73
$7.50
$6.49
$8.74
$5.99
$7.35
$8.05
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Creating Budgets, Budgets, and More Budgets

ILESSON 5-2:] Money Doesn't Grow on Trees or Approx. time: 1 class
How to Plan a Budget Using Spreadsheets

LLesson overview!]

Students will construct a simple spreadsheet using a list. They will also practice
creating a second spreadsheet that will serve as a timeline for accomplishing this
module of lessons. The introduction of basic printing options for spreadsheets is
included.

[Students will demonstrate the ability to:|

1. Explain and apply spreadsheet design principles. (T/SPS)

2. Develop, edit, save, retrieve and print spreadsheets. (T/SPS)

3. Apply spreadsheet principles to real-life and business situations. (T/SPS, ES-
8)

4. ldentify focus and general parameters of task or project. (F/TM, ES-15)

5. Follow directions that lead to solving real-life problems. (ES-4, ES-12)

6. Break down tasks into activities. (F/TM)

Prerequisites: | Lesson 5-1

IContent required:|

1) Review principles for making a budget
2) Entering Data

3) Editing a Worksheet

4) Printing Spreadsheets

Resources:

Business textbook: chapter on developing budgets

IMaterials checklist:]
v" Completed assignment from Lesson 5-1
v’ Step-by-Step Handout (JMOD5-2-1); may need to be customized

[Equipment checklist:]
v Printer with paper

[Teaching strategy|

Part 1 —Preparatory Activity

1. Review the highlights from the previous lesson.

2. Verify that each student has prepared a list.

3. Emphasize the different uses of spreadsheets.

4. Describe the first types of spreadsheet that the students will develop.
Part 2 - Hands-on Computer Activity

ratd
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5. Distribute the Step-by-Step Handout (JMOD5-2-1).
6. Explain that the purpose of this exercise is for students to create a simple .
- spreadsheet based on their list as well as create a second spreadsheet that

shows a timeline for accomplishing the lessons in this module. (Depending
on the class, it may be advantageous to have students work in pairs for this
first part.)

7. Help the students develop categories for each of the columns of their
spreadsheets depending on the list they are using. For example:

A1 — Product Name D1 - Order #$/Stock #
B1 — Description E1 — Location
C1 - Category F1 — Price

IRCO Simulation- Optional
If students are using their list of CDs, suggest these names for their columns:

A1 — Name of CD D1 — Order Number
B1 — Artist E1 - Price
C1 — Recording Co F1 - Source

8. Monitor the progress of the students as they complete the instructions in the
handout. Take up all of the copies of the WISH spreadsheet for evaluation.

HOT Activities:]

1. Instruct students to outline how they would develop a spreadsheet on their
own, following the parameters listed on the next page of the Step-by-Step
Handout. Have students write down the steps and make a rough sketch of
the spreadsheet as it eventually will look on the computer.

2. Using the results of the student strategy session, ask the students to share
the steps that they would take to develop their spreadsheet, and to record
these steps on the whiteboard. Discuss these steps and any implications to
the resulting spreadsheet. Have students continue by entering the data on
the second page of the handout into a spreadsheet based on the steps
outlined in the class discussion and to retrieve the printed copies at the end
of the activity.

3. If time permits, ask students to design and develop another spreadsheet of a
prioritized list for the long term which would include such items as a car,
savings, travel sites, or clothes for next season.

IAssessment methods:|

e First spreadsheet (WISH) should be graded on accuracy of items,
descriptions, prices, completeness and successful spreadsheet format.

e Second spreadsheet (MYTIME) should be graded on ability to meet the
specifications of the spreadsheet design and printing directions.

Instructor evaluation and comments for improvement:|

178
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d

. STEP-BY-STEP HANDOUT
Lesson 5-2

1. Open the spreadsheet program and create a new file saved as WISH.

2. Enter the names of the columns in the specified cells as instructed based on
the content of your list.

3. Widen the columns so that you can see all of the typed text.
4. Enter the list from the Lesson 5-1 assignment in column A, starting at Row 2.

5. When finished listing the items, list the corresponding information in columns
B, C, D, and so on, as necessary.

b 6. If any of the information is the same, try usmg the clipboard to copy and paste
it to any of the other cells.

7. Save your file and Remember: Always preview your work before printing!

8. Print the spreadsheet in the following manner:
¢ Contents only
¢ Page orientation — portrait
¢ Grid lines visible
¢ Centered horizontally on the page

9. Close the WISH file and turn in your printed copy.

10.Continue to the next page when instructed.

LR I
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NAME:

1. Develop a design for a spreadsheet with the following information:
¢ Days of the week for the next two weeks
¢ Categories of time available for class and social activities
¢ Classes scheduled at appropriate times
¢ Any activities already scheduled at designated times

2. Outline the steps that you would take as you prepare the layout of the
spreadsheet.

3. Draw a rough sketch of how the spreadsheet will look on the computer
screen.

3. When instructed, open a new spreadsheet file.

4. Save the new file as MYTIME.

5. Enter the data for the new spreadsheet based on the steps and design above.

6. Prepare the entire spreadsheet, even if all the time slots are not filled in, with
the following characteristics and then preview what you will print.

L/

L 4
L 4
L 4
L 4

Page orientation - landscape

Grid lines visible

Fit to Page

Custom Header: My Schedule, centered and bolded in 20-pt. type
Centered both horizontally and vertically

7. Save, print, and close your file.

8. Turn in your printed copy. 1 50
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Creating Budgets, Budgets, and More Budgets

ILESSON 5-3:] Enhancing Your Spreadsheet Approx. time: 1 class

LLesson overview:| |

Students continue to learn about features of a spreadsheet, this time using a
sample spreadsheet file that has been developed by the instructor or included
with the lesson. Additional editing functions and introduction of formatting
techniques will be covered. Students will also have an opportunity to practice
with one of their own spreadsheets.

'Students will demonstrate the ability to;|

1. Apply spreadsheet principles to real-life and business situations. (T/SPS)

2. I|dentify focus and general parameters of task or project. (F/TM)

3. Analyze and compare different solutions to a problem; share findings with
other team members or classmates. (F/ANL, ES-7)

IPrerequisites; Lessons 5-1 and 5-2

IContent required:]
1) More editing functions
2) Formatting a spreadsheet

Resources:[

Spreadsheet software manuals

IMaterials checklist:|

Completed spreadsheet, MYTIME, from Lesson 5-2

Student spreadsheet file MYTIME

Example of spreadsheet developed by instructor to be modified by students
Example of modified version of the spreadsheet

Step-by-Step Handout (JMOD5-3-1) may need to be customized

Sample IRCO Simulation spreadsheet file (JMOD5-3-2)

Sample IRCO Simulation modified spreadsheet of Music by George
Gershwin (JMOD5-3-3)

AN N N N NN

[Equipment checklist;]

v Computers with spreadsheet software
v' Printers with paper

v" Overhead or computer display projector

[Teaching strategy|

Part 1 — Before Class Preparation for Instructor

1. Prepare an example of a spreadsheet file which will allow editing
opportunities listed in the Step-by-Step handout (JMODS5-3-1) if not using the
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IRCO Simulation. Save in its original form and then print out a modified
version.

Part 2 — Preparatory Activity

2. Review the highlights from the previous lesson and verify that each student
has completed the two spreadsheet files.

3. Explain that the objective of today'’s lesson is to practice additional editing
features available for making spreadsheets more attractive and readable,
while distributing the Step-by-Step handout (JMOD5-3-1).

4. Display or distribute the modified version of the spreadsheet and point out
that this is how their revision of the spreadsheet file should look after they
complete the Step-by-Step handout.

IRCO Simulation - Optional ,

One of the other Production Assistants at IRCO prepared a spreadsheet for a

CD that will be produced about George Gershwin. It needs some refinements

made to it before it can be distributed to the staff. The students are responsible

for making the improvements to produce a better spreadsheet.

= Distribute the handout of the final results of the Gershwin spreadsheet
(JMODS5-3-3) that is provided to guide the students as they make the
necessary changes.

Part 3 — Hands-on Computer Activity

Note to Instructor: There are a couple of ways to accomplish this practice

session:

= One way would be to pair off the students (possibly a stronger student with a
weaker student) and allow them to discover together how to accomplish the
modifications. :

= Another way would be to guide the class through the modifications by asking
them to suggest methods as to how to accomplish the changes.

= Or, you may choose to lead the class step-by-step through making the
required changes.

5. Instruct the students to open the spreadsheet program, locate, and retrieve
the file which you created or, if using the IRCO Simulation, JMOD5-3-2.

6. Allow time for students to accomplish the modifications, depending on the
method chosen, and provide assistance if necessary.

7. Be sure that students have previewed and saved their results before they
print their copy to turn in.

Part 4 —Classroom Discussion

8. Return the evaluated spreadsheets to the students and review the list of
editing and formatting operations performed.

9. Ask students to share how they accomplished each of the changes and
demonstrate, if necessary, any or all of the operations again.

[4
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10.Point out that there are sometimes different ways or steps to achieve the
same end results.

HOT Activities:]

1. Instruct students to develop a better version of their spreadsheet MYTIME by
incorporating as many of these new editing features as time allows. Observe
the students as they complete the exercise and offer assistance where
required. When students are satisfied with their changes, instruct them to
save the modified spreadsheet as NEWTIME and print a copy. Retrieve the
printed copies at the end of the activity.

2. Have students analyze their choices of editing features in either or both of the
lesson’s spreadsheets and describe in a written paragraph at the bottom of
the copy to be turned in how the improvements aid in reading the content.

3. Ask students to choose a personal list of information which they use
frequently (addresses, phone numbers, bills to pay, dates to remember, etc.)
and to develop an attractive spreadsheet incorporating as many formatting
features as they can.

4. Provide the students with one collection of information — class schedules,
event calendars, lunch menus, etc. — and have them enter a contest for the
best spreadsheet design. Select a group of judges to develop the criteria for
evaluating each entry by the students. Conduct the contest and display the

b evaluation criteria and the winning entries.

IAssessment methods!]

e First spreadsheet should be assessed on how closely it resembles the
sample.

 Students self-assess by comparing their output.
Second spreadsheet should be evaluated on the ability to use a variety of
different formatting techniques and creativity. Spreadsheets are displayed
and assessed by students and instructor.

Instructor evaluation and comments for improvemerﬂ

i83
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STEP-BY-STEP HANDOUT
Lesson 5-3

1. Using the spreadsheet file provided and the handout of its modified version,

practice the following editing and formatting techniques:

)
0.0

Deleting Columns

K/
L4

Inserting Rows and Columns

X3

A5

Copying/Pasting Data

K/
L4

Find/Replace
Spell Checker
Adjusting Column Widths or Row Heights

X3

A5

K/ K/
L4

0.0

Aligning Data in Columns

K/
L4

Aligning Data in Cells

X3

A5

Wrap within Cells

K/
L4

Merge Cells

X3

A5

Changing Fonts

K/
L4

Applying Different Number Formats

K/
L4

Using Borders

K/
L4

Using Shading

2. Preview and save your edited and formatted spreadsheet regularly to

determine if it looks like the finished sample.

3. Upon completion of all of the changes, save the file as MYCHANGE and print
a copy to turn in to your instructor.

184
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Creating Budgets, Budgets, and More Budgets

ILESSON 5-4] Cool Calculations Approx. time: 1 class

lLesson overview

During the first part of the lesson, students will incorporate formulas into their
own spreadsheet named WISH, while troubleshooting basic problems. The
second part of the lesson will require students to create a spreadsheet with
formulas based.

[Students will demonstrate the ability to;]

Explain and apply spreadsheet design principles. (T/SPS)

Develop, edit, save, retrieve, and print spreadsheets. (T/SPS, ES-15)
Format spreadsheets. (T/SPS, ES-8)

Use simple formulas. (T/SPS)

Apply math and logical thinking to spreadsheet designs.
Troubleshoot formulas in spreadsheets. (T/SPS, ES-12)

onkLN =

PPrerequisites]]  Lessons 5-1, 5-2, and 5-3

[Content required:|
1) Explanation of how formulas work
2) Description of basic arithmetic functions

Resources:

Spreadsheet software manuals

IMaterials checklist:|

v' Student spreadsheet file WISH from Lesson 5-2

v Transparency or handout of the Math Functions Chart (JMOD5-4-1) for each
student

v' Sample spreadsheets prepared by instructor to illustrate each example of

v

Math Functions on Chart
Sample IRCO Simulation handout of Jo’s Data (JMOD5-4-2)

IEquipment checklist:|
v" Computers and printers
v" Overhead or computer display projector

[Teaching strategy]

Part 1 - Pre Class instructor Preparation

1. Prepare simple spreadsheets for each of the math functions to be discussed
showing examples of the calculations.
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Part 2 - Classroom Discussion

2.
3.

Explain the concept of formulas to the students.

Use the Math Functions Chart handout (JMODS5-4-1) or transparency to
provide examples and demonstrate the examples using the simple
spreadsheets. If students seem to struggle with the math, continue to provide
examples or have them practice developing more examples of each function.
Instruct students to open the spreadsheet program and to locate and retrieve
the WISH file.

Part 3 —-Hands-on Computer Activity

5.

6.

7.

8.

Ask the students to suggest the types of formulas that would make sense to
add to their spreadsheet and record the correct answers on the board.
Allow time for the students to add these formulas to their spreadsheet and
make any other modifications they would like to enhance the format.

Have students also try out various printing options before printing out their
final versions.

Be sure that the students save their file and turn in the copy.

IRCO Simulation-Optional

Distribute the Jo's Data Handout (JMOD5-4-2) and review the information on
the handout to clarify the assignment. Offer any assistance as the students
work on their exercise.

Have students develop a variation of this spreadsheet based on the following
changes: Instead of sales increasing at $55,000, increase sales at a rate of
2% per month. Calculate the profit at the end of one year. Find the average
for monthly sales using the spreadsheet to make the calculation.

IHOT Activities:|

1.

Assign students the task of developing one or more complex spreadsheets
demonstrating the use of formulas. Work with the students to develop the
possible content for their spreadsheets and provide time if they need to
accomplish any research to gather their facts. Good examples for this
exercise might be based on local sports teams performances, salary
predictions for different industries of interest for the students, or center
activities that can be quantified.

|Assessment methods|

Instructor assesses spreadsheets constructed by students on criteria that are
accurate, easily read, and with a proper label in header.
Students evaluate their own ability to develop variations of spreadsheets.

Instructor evaluation and comments for improvement|

150

NORTHWEST CENTER FOR EMERGING TECHNOLOGIES 24




. Math Functions Chart
Lesson 5-4

The real power of spreadsheets is in doing calculations, tabulating disparate
items, and even generating graphs. Simple arithmetic functions will be used to
calculate the totals in the WISH file.

A formula in a spreadsheet is a sequence of values or cell references and
operators that result in a new value. The operators are similar in all spreadsheet
programs. For example, in Excel you must put in an equal sign (=) before the
cell references or values and the operator. A colon (:) is used between values
when there are more than two of them to be added or averaged.

Please refer to the chart of math functions below and their Excel Operators with
examples. (More information is also available in the online Help section.)

Function Abbreviation
(Operators)
Add EXAMPLES:

+

=sum(C4)
. =sum(F3:K3)
=sum(G34+M37) or
=G34+M37
=B17+2000

Subtract "EXAMPLES:
=(D4-E4)
=(C10-55)
=(3256-412)

Multiply EXAMPLES:

=(A3*A8)
=(F16*.025)
=(23789*235)

Divide EXAMPLES:
/
=(G33/H12)
=(J45/33)
=(538/5)

191
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UMOD5-4-2

IRCO SIMULATION
Jo’s Data
for
IRCO Production Worksheet

Information to be included in a new spreadsheet:

e For this year, sales started at $1,500,000 in January and increased
$55,000 every month.

¢ Royalties must be paid to the composers and performers at 4.5% of
the sales every month.

e Salaries started at $330,000 per month in January, were constant until
November, when they went up $100,000 because they hired new
engineers.

e Office expenses were $176,000 every month.

Instructions:
1. Place all of the above data into one table.

2. Format the spreadsheet so that the table is logical, all monetary values have
dollar signs, and it is easy to read.

3. Find the Gross Profit and include the amount on the spreadsheet (sales
minus all of the expenses).

4. Print your final copy. (Use the Print Preview to make sure it fits onto one
page.)

5. Save the file as IRCO1.

6. Turn in your copy to the instructor.

192
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Creating Budgets, Budgets, and More Budgets

ILESSON 5-5] One Picture is Worth 1000 Words: Approx. time: 1 class
Creating Graphs and Charts

ILesson overview:|
Students will enter data in spreadsheets to create appropriate graphs and charts
with proper labels.

[Students will demonstrate the ability to;|

1. Create graphs and charts from spreadsheets. (T/SPS)

2. Analyze/synthesize and communicate/document information. (F/ANL)

3. Identify general parameters of task and gather data required. (F/TM, ES-15)

IPrerequisites] Lessons 5-1,5-2, 5-3, and 5-4

IContent required:|

1) How charts and graphs can improve presentation of data
2) Variety of types of graphs and charts

3) Using the Wizard's features

IResources:

Online Help in software program

IMaterials checklist:|
v' Student spreadsheet files created in Lesson 5-4
v Sample IRCO Simulation handout (JMOD5-5-1)

[Equipment checklist:|
v Computer and printers with paper

[Teaching strategy|

Part 1 - Introductory Discussion

1. Explain that the purpose of this lesson is to use the spreadsheet data to
generate graphs and charts. The goal is readability and ease of
communication, not to be fancy or ornate - just legible.

2. Guide students in a discussion of different designs considerations when
addressing different audiences with a data such as in a spreadsheet. For
example, people have a variety of different ways of visually expressing the
same data. Provide a simple sample exercise with a selected group of
students who are asked to pictorially depict the same topic (hunger
throughout the day, days when they are most productive at school, music
interests of the entire class, etc.). After the selected students have finished
the task, have those students present their works and the have the class

193
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compare the results (which should be different) and discuss the explanations
for the differences. .

IRCO Simulation-Optional

= Distribute the handout (JMODS5-5-1) explaining that the students-will generate
a line graph for IRCO for the eleven months shown.

= Instruct the students to develop three more different charts or graphs using
the same IRCO data and to print these after saving as files /RCO3, IRCO4
and /RCOS. Have the students prepare a written analysis of the three new
printouts which compares/contrasts the ability to understand better the
information that is presented

= Using the /IRCO1 file created in Lesson 8-4, have each student format one
chart and one graph with the information and print their results. Upon
completion, allow students to present their different versions and conduct a
discussion on the visual merits of each.

Part 2 - Hands-on Computer Activity

3. Demonstrate the use of the spreadsheet Wizard that guides users through
the development of different kinds of charts and graphs.

4. Instruct students to practice creating different types of charts and graphs
using one of their spreadsheet files and save each version under a new file
name.

5. Monitor the progress of the students as they complete the exercise and
request any problems be brought up so that others can avoid the same
pitfalls.

6. Ask the students to print each example only after having it approved by the
instructor.

HOT Activities:|

1. Have students use another of their spreadsheets to construct a graph or chart
and provide a written explanation why that method was the best way to
present their data.

2. Display examples of the best charts and graphs developed in the class.
Conclude by conducting an informal discussion about the different ways that
information can be presented and which ways are most effective.

|Assessment methods:|

¢ Observation of students participating in discussion and exercises by
instructor.

¢ Instructor review and written feedback provided of spreadsheets and
explanations developed by students.

e Superior examples displayed.
Students’ self-assessment comparing their work with examples.

instructor evaluation and comments for improvement:l
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IRCO SIMULATION HANDOUT
Lesson 5-5

Data is entered into cells. The appropriate cells are then selected and a graph is
made from them. Labels, titles, grid lines or types of graph are then selected or
altered. The overall goal is to construct a graph that communicates clearly and
quickly the desired information.

The sample data for the new spreadsheet:

Month [Revenues
Jan 2,101
Feb 2,201
Mar 2,301
Apr 2,401
May 2,501
Jun 2,601
Jul 2,701
Aug 2,801
Sep 2,901
Oct 3,001
Nov 3,101

. Open a new workbook file and save as IRCO2.

Select “File”, “Page Setup”, “Header and Footer, “Custom Header” and type
your name into either the right or left section.

Start in cell A1 and enter the column titles, all of the names of the months,
and dollar amounts (no dollar signs) as shown above.

When those are entered, select all of the cells that have anything typed into
them, from A1 to B12. (To select, point at a corner cell - A1 for instance -
click once, hold, drag diagonally to the opposite corner, release.) They will be
reversed in color, except for one.

Select “Insert” then “Chart”. Follow the Wizard's options to design a graph,

shown in the following example:

» Select a line graph.

> For the Title type in “IRCO Revenues”.

> Axis Titles X-axis is “Months” and Y-axis is “Revenue (dollars)” where the
dollars are the units of measure and very important to include.

» The graph should fill one page (page 2) without being cut off on any side.
The data will be left on page one; do not have the graph overlap the data.
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Your name here IRCO Revenue

$3,500.00

$3,000.00

$2,500.00

$2,000.00

$1,500.00

Revenue (dollars)

$1,000.00

$500.00

$0.00

Nov [—e—Revenues

Figure 1: Finished Graph

6. Save your work and print a copy.

BEST COPY AVAILABLE
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Module 6 — Developing Databases

ILearner Outcomes:|

Database

1. Design, create, modify and use relational databases, including developing
queries, forms and reports.

2. Apply databases to actual situations and business problems.

Facilitation and Customer Service
3. Demonstrate personal qualities, attitudes and key skills that foster successful
relationships with customers.

Analysis and Task Management

4. Gather data and interpret data to identify and document requirements.
5. Identify, organize and prioritize multiple tasks in an effective way.
6. Evaluate results and continuously improve process.

Team Work

7. Organize and work in a team setting.

8. Recognize expertise and learn from others, and demonstrate collaborative
decision-making.

IPrerequisites:]
Knowledge of basic computer functions and Windows

[Total Class Time: Approximately 20 hours

Outside readings and other resources;|
Envisioning Information, Edward Tufte, Graphics Press

Direct & Database Marketing, Graeme McCorkell

Guest speaker from a local mailing-list company
Sample CD of national phone numbers
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Module 6 —Developing Databases

IModule overview:|

=  When the sales clerk looks up an item for you to see if it is available —
that's a database!

= When the pharmacist checks to see if the prescription can be refilled —
that's a database!

=  When you call the operator at Directory Assistance to get the new
phone number for a friend — that's a database!

*  When you want to keep track of all of your possessions — that's a
database!

Data, data, data. Data is information. And without the ability to record, find,
update, organize, and report information, it would be of no use. It is database
software that allows us to manage all of these functions. As you will experience
in this module, the better you are able to manage the data, the more useful the
information becomes to you.

For your portfolio, you will produce:

A data design specification sheet for a simple database

A report sorted by zip code

A data entry form

A data design specification sheet for a relational database
Reports with customized formats

A report based on a query

ok wN =

lLesson Titles]

= 6-1 Designing and Creating a Database
6-2 Sorting Data

6-3 Create and Modify Tables
6-4 Searching Tables

6-5 Forms

6-6 Using Forms to Enter Data
6-7 Query This

6-8 You're On Report

6-9 Report This Query

6-10 A New Database

Yo 199
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Developing Databases

ILESSON 6-1:| Designing and Creating a Database Approx. time: 1 class

lLesson overview]

The purpose of this lesson is to introduce the use of database software,
identifying the major parts of a database and designing a simple database that
the students will create.

[Students will demonstrate the ability to:|

Explain the purposes of a database. (T/DB)

Identify and define the purpose of database elements. (T/DB)

Analyze relationships between parts and wholes. (F/ANL)

Learn from others and build on others’ expertise and strengths. (F/ANL,ES-6)
Design and create a simple database. (T/DB)

Work effectively with members of the team. (F/TW, ES-10)

Analyze, summarize, and document information. (F/ANL, ES-13)

NoOohkwN =

IPrerequisites:] Knowledge of basic computer functions and Windows

[Content required]

1) Purposes of database

2) Parts of a database

3) Designing a simple database

4) Create a simple database

5) Modify the database

6) Switch between views, form or list

Resources:

Manuals for database software program being used

IMaterials checklist:|

Handout for each student of Module Overview (JMOD6-Ovr)

Transparency and handouts for each student of Data Design Specification
Sheet (JMOD6-1-1)

Index cards or note cards for each student

Details of IRCO Simulation (JMOD6-1-2)

Sample of IRCO Simulation Data Design Specification Sheet (JMOD6-1-3)
Step-by-Step Handout for each student (JMODG6-1-4)

Sample of IRCO Simulation Step-by-Step handout (JMOD6-1-5)

AN N N N N NN

[Equipment checklist|
v' Computer with database software for each student
v' Computer display and/ or overhead projector
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| Teaching strategy|

Part 1 - Preparatory Discussion/Demonstration

1. Review the different types of application software, concentrating on the use of
database software. Give the students different scenarios. They should
respond with the correct type of application software, such as “what type of
software would you use to type a letter?”

2. Distribute the Module Overview (JMODG6-Ovr) while explaining the purposes
of a database, for example:
= Manage large amounts of information
= Easily find and use information needed

3. Using the computer display, familiarize students with the screen layout and
the similar menu structures that the students have seen in other Windows
applications. Produce a simple database with the Wizard function, explaining
the steps along the way.

Part 2 - Classroom Activity “Human Database”

4. Pass out index cards to the students. Ask them to list the following
information on their cards: a) first name; b) lucky number (single digits only);
c) favorite color; d) most watched TV program; and e) favorite food.

5. Using the information on their index cards, describe the parts and functions of
a database by having the students actually play the parts of records. (Each
student represents a record with five fields.) Using the data in the five fields,
try these activities:
= Line the students up in alphabetical order by first name.
= Divide into groups by favorite color.
= Group the students who have a common lucky number, TV program, or

favorite food.
= Find students who have the same lucky number, favorite color, and
favorite food.

6. Retrieve the index cards from all of the students and save for Lesson 6-3.

Part 3 - Individual or Team Activity

7. Distribute the handout of the Data Design Specification Sheet (JMODG6-1-1)
and walk the students through the steps to design a simple database using a
scenario such as organizing 1) the contents of their address book,
backpack/purse, locker, or room; 2) reference books located in the classroom;
3) current movies running at local theaters; or 4) time slots available for
scheduling use of game equipment.

8. Suggest some appropriate fields and demonstrate how the data would be
organized by using a transparency of the Data Design Specification Sheet.
Continue by asking the students to suggest more fields which are needed

~ (some suggested fields ultimately may be rejected). Then design the
database on the overhead as the students copy the designs on their
worksheets in the space provided.

<01
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IRCO Simulation-Optional

= Distribute the IRCO Simulation Details handout (JMOD6-17-2) and allow time
for the students to review the information.

= Ask the students to analyze the following scenario and use the Data Design
Specification Sheet: (JMOD6-1-3) to develop the design for a database: Up
to now, IRCO has kept all its personnel records in a filing cabinet. Jo asks you
to develop a list of fields for a new database containing the personnel
information without his help.

= Monitor the progress of the students and offer assistance if needed.

= When all of the students are finished, ask them to share their work with the
class. Record the different suggested fields on the board and highlight which
ones would be considered essential for a good design.

= Distribute the IRCO Simulation Step-by-Step handout (JMOD6-1-5) for the
next activity.

Part 4 — Hands-On Computer Activity

9. Instruct the students to open their database application and walk them
through each of the processes to add, delete and edit records in a sample
database. Explain basic cell formatting/specifications as required.

10. Distribute the Step-by-Step handout (JMOD6-17-4) and assign the students
the task of identifying their own choice for data (wardrobe, shoes, athletic
equipment, CD collection, addresses of friends, etc.) and design the
specifications for a new database. Allow the students to work in pairs for this
exercise, especially if they appear to be grasping the database concepts
slowly.

11. Provide enough time for the pairs of students to complete all five parts of the
exercise, monitoring their progress as they add, delete, and change the
records to their database and offering assistance when necessary.

IHOT Activities:]|

1. Show the class an example of a computerized database, or instruct the
students to visit a web site that offers a product catalog section. Ask students
to identify all of the possible fields that they see being utilized. Have them
share their results with the class (in spelling bee fashion where you sit down
when you miss one) until the students with the highest correct answers are
the only ones left standing. Reward these students in some appropriate
fashion!

2. Besides the obvious fields for the above database, have the students
analyze the situation and offer additional fields that might be valuable to
customer service in determining if there are any trends that could improve the
products or catalog service.

3. Ask the students to describe the visual and functional differences between the
two views in a database, either orally or in a couple of short written
paragraphs.
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IAssessment methods:]

e Instructor review and evaluation of Data Design Specification Sheets
prepared by each student.

e Observation by instructor of student participation and understanding of human
database.

e Student assessment of the design of databases that they developed with their
own data and comparison of results.

¢ Display of superior Web databases and acknowledgement of and rewards
given to ‘data bee’ winners.
Instructor review and evaluation of the printouts the students submit.
Observation of student participation in exercises and contributions to
meaningful class discussion.

Instructor evaluation and comments for improvement;|

<03
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Database Design Specification Sheet
Lesson 6-1

What are some fields that should be included in your database?

Fields needed:

Use the following form to design the database.
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Module 6 —Developing Databases:

IRCO Simulation:]

Putting You in the Picture: As a new Production Assistant with Intemational
Recording Company (IRCO), you have an opportunity to participate in a variety
of company activities. With branch offices in several cities in the US and
overseas, as well as fewer than 100 employees, there is always a need for your
help whether it's in Administration, Marketing, Recording, or any other of the
many departments. IRCO'’s President, Jordan Ono, along with the talented
management team of Leslie Thompson, the Vice President of Marketing; Darryl
Hughes, the Administrative Assistant to the President; and Jo Santiago, the
Production Manager, is always seeking ways to improve the company.

“This is the year for change.” That's what Jordan Ono, our president at the
IRCO, announced at our company meeting for all employees last month. And,
things are beginning to change... The move to computerization of all the
functions throughout the company has already begun, and you are right in the
middle of where it's happening!

Jordan has now directed your manager, Jo Santiago, to work at getting all of the
company data computerized. Jo asks you to assist him in starting this important
project. Over the next three weeks you'll learn as much as you can about
databases, and you'll start to apply this knowledge in setting up not only a
customer database, but several other types of databases as well.

You've already seen all of the little file boxes that contain the salespeople’s note
cards and you've seen the huge cabinets in the filing room next to Darryl’s office.
All that information needs to be computerized so it's more accessible, organized,
and useful. So you know you'’ve got your work cut out for you! With the help of
some of the other Production Assistants, you'll no doubt succeed at completing
the project for Jo and the company.

You will produce for your portfolio:

A data design specification sheet for a simple database

A customer report sorted by zip code

An equipment report and data entry form

A data design specification sheet for a relational database
Customized reports of customers and equipment

A customer report showing only records for Seattle and Branch #81

oL~
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o IRCO Database Design Specification Sheet
Lesson 6-1

Up to now, IRCO has kept all its personnel records only in a filing cabinet. Jo
asks you to tackle this next part of the project without his help.

In the space below, list all fields that should be included in the database. Then
design the database.

Fields needed:

. Design the database in the space below.

206
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STEP-BY-STEP HANDOUT
Lesson 6-1

Document each of the five steps as you manage your new database:

Part A

» Create the design for a database below.

Part B

»> Add 10 records to your database. List the content for every record in one field
on the back of this sheet.

Part C

> Delete 2 records from the database. Which records and content did you
delete?

Part D

» Change records in your database. Identify which records you changed.

Part E
» Save the database as LES 6-2.

» Change the database to list view.

> Print one copy.
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IRCO Simulation Step-by-Step

Part A

Lesson 6-1

IRCO has decided to create a database of the names and address of customers
who have returned CDs for (apparently) no good reason.

> Create the design for a database that includes the data elements below:

Part B

> Add the following names and address of customers who have returned CDs:

CONFIDENTIAL IRCO DATA

William Smith
2376 137" Avenue Northeast
Seattle, WA 98113

Colin Allcars
672 Northwest Market Street
Seattie, WA 98117

Zeke Zedders
817 817" Avenue North
Seattie, WA 98111

Marge inoferror
789 1% Street
Bellevue, WA 98004

Dirk Atkins
89 Mercer Way
Mercer Island, WA 98276

Frank Fink
888 Bellevue Way
Believue, WA 98006

Doug Dingle
900 Roosevelt Avenue
Seattle, WA 98117

Fritz Zegstroo
892 Maupin Road
Mt. Vernon, WA 98273

Type Your Own Name
Type Your Address
Type Your City, State, ZIP

Part C

> Delete the following records from the database:

Zeke Zedders
William Smith

208

NORTHWEST CENTER FOR EMERGING TECHNOLOGIES

11




Part D
» Change the following records in your database:

Address of Marge Inoferror to 2™ Street
ZIP code of Doug Dingle to 98177
City of Frank Fink to Redmond

Part E

» Save the database as LES 6-2.

» Change the database to list view.

» Print one copy.
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Developing Databases

ILESSON 6-2:| Sorting Data Approx. time: 1 class

[Lesson overview:|

One of the most important reasons for using a database is so that one can find
specific records or analyze information quickly and easily. To demonstrate this
concept, students will add more records to their databases and then sort the data
by single fields.

IStudents will demonstrate the ability to:|

1. Open an existing database. (T/DB)

2. Sort data by a single field in a database. (T/DB, ES-8)

3. Identify tasks and organize in appropriate sequence. (F/TM)
4

5

. Access and use information from manuals and computers. (ES-13)
. Document steps for completing task and share results with the class. (ES-7)

IPrerequisites:] Lesson 6-1

IContent required]

1) Open a database

2) Add records to the database
3) Sort data by different fields

Resources:

Manuals for database software program being used.

IMaterials checklist]

v Transparency and Step-by-Step handout (JMOD6-2-1) for each student
v Set of wooden alphabet blocks
v Sample of IRCO Step-by-Step handout (JMOD6-2-2)

[Equipment checklist:|
v' Computer for each student
v' Computer display projector
v' Overhead projector

[Teaching strategy:|

Part 1 — Review Discussion

1. Instruct the students to start the database program and open LES 6-2 and
share their descriptions of the visual and functional differences in the two
views that they identified in Lesson 6-1. Ask for ideas about why each type is
necessary.

2. Distribute the Step-by-Step handout (JMOD6-2-1) and explain that, besides
entering additional data into the database, they also will practice sorting the

4
<10
NORTHWEST CENTER FOR EMERGING TECHNOLOGIES 13




data. Be sure to emphasize that sorting refers only to placement of records in
a certain order so as not to confuse this with the ‘query’ feature, which will be

coming up in later lessons.

Using the set of blocks, ask a student to demonstrate what an ascending sort
would look like. Ask a second student to demonstrate a descending sort.

IRCO Simulation-Optional

Distribute the IRCO Step-by-Step handout (JMOD6-2-2) to students while
explaining the importance of a computerized customer database.
Conduct a classroom discussion about when a business might want to sort
information in a database. Guide students into developing different scenarios
when businesses such as IRCO might need to sort information in a database.
One example is to find the customers who have purchased the most, in
descending order. Another example would be to list catalog items in
ascending order so that you could find them quickly in a big inventory.
Record the responses of the students on the board.
Have students sort their databases in additional ways and print one copy in
list view for each: Last Name ascending

ZIP ascending

Last Name descending

Part 2 - Hands-On Computer Activity

4,

Instruct the students to pair off as they were in the previous lesson and to
complete each of the three parts of the handout (JMODG6-2-1). Observe the
progress of each pair and offer help if needed.

Conduct a classroom discussion about why you might want to sort information
in a database. Guide students into developing different scenarios based on
the different content of their databases. Record the responses of the students
on the board.

Have students sort their databases in three additional ways and print one
copy in list view for each.

HOT Activities:|

1.

Ask each pair of students to review the steps that they think are necessary to
design a useful database and prepare a written list of these steps. When
finished, have a group of students compile all of the lists to develop the
ultimate classroom guide for display purposes.

IAssessment methods:]

Instructor review and evaluation of the printouts the students submit.
Observation of students by instructor as they are involved in classroom
activities and discussion.

Student assessment of partners in review of design steps for databases.
Self-assessment by students, as practice continues in sorting.

Instructor evaluation and comments for improvement||

N4
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o

STEP-BY-STEP HANDOUT
Lesson 6-2

Document each of the three steps as you continue to manage your database:

Part A

> Open LES 6-2. How many records are there in your database now?

Part B

» Add 12 new records to your database. List the content for one field in every
record on the back of this sheet.

Part C

» Sort the database using one field in ascending order. Which field did you
choose?

> Save as LES 6-3.
» Make sure your database is in list view.
> Print one copy.
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IRCO STEP-BY-STEP HANDOUT

Part A

Lesson 6-2

Ten more customers returned CDs to IRCO today. Add the names of these
customers to your database.

» Open LES 6-2.

Part B

» Add these names to your database:

CONFIDENTIAL IRCO DATA
Bill Bonneywell Kirk Yeager Manny Motors
872 4" Street 672 5" Avenue 192 State Street

Snohomish, WA 98944

New York, NY 10012

Anacortes, WA 98244

Durwood Merryweather
782 Overlake Avenue
Bellevue, Wa 98007

Mary Walker
782 Phinney Avenue
Seattie, WA 98117

Nancy Wood
9021 Birdseye View Way
Oak Harbor, WA 98222

Arnold Ziffie
900 Butler Drive
Redmond, WA 98132

Beverly Bayne
8903 Woodside Drive
Redwood City, CA 94204

Katie Adelman
9238 Tulip Lane
Flower Mound, TX 63445

John Smith
890 Plymouth Lane
Nashville, TN 53422

Part C

> Sort the database by ZIP so the highest numbered ZIP is on top.

» Save as LES 6-3.

> Make sure your database is in list view.

> Print one copy.

<13
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Developing Databases

ILESSON 6-3:] Create and Modify Tables Approx. time: 1 class

lLesson overview]

The purpose of this lesson is to introduce the concept of designing and modifying
atable in a relational database. While the first two lessons of this module were
designed to be completed easily on a flat database (like Microsoft Works), the
remaining lessons will require the use of a relational database (like Microsoft
Access). Students will create a table within a new database and practice their
design skills.

Students will demonstrate the ability to:|

1. Create a table. (T/DB)

2. Modify the design of a table. (T/DB)

3. Analyze/synthesize information and validate for accuracy and completeness.
(F/ANL, ES-7)

4. Document information that explains details of database design. (T/DM, ES-8)

5. Work effectively as a team member. (ES-10)

PPrerequisites:] Lessons 6-1 and 6-2

IContent required]

1) Explanation of relational databases

2) Create a new database and table in Table Design:
a) Add Field Names
b) Switch to Datasheet view

3) Input information

4) Modify the table design:
a) Add additional fields and information

Resources:

Manuals for the database software program being used

IMaterials checklist:|

v' Transparency and Step-by-Step handout (JMOD6-3-1) for each student

v" Student index cards from Lesson 6-1

v Sample IRCO Step-by-Step handout (JMODG6-3-2)

v" Recipe Book which would contain some of the favorite foods listed on the
student index cards

[Equipment checklist:]

v' Computer for each student

v' Computer display projector ,

v' Overhead projector 214
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Teaching strategy!]

Part 1 — Introductory Discussion

1.

Remind the students of the index cards which they prepared in the first lesson
and display these in full view of the class. Explain to the students that the
concept of a relational database is based on separate groups of data being
related by one or more fields. While in one group of data, it is possible to
access this other group of data through the common field. Using the index
cards as one group of data with the common field being ‘favorite food’,
demonstrate how a record (the recipe for that favorite food) can be accessed
in the other group of data (the book of recipes).

Repeat the demonstration a few times as you reiterate the concept and point
out the distinction between a database (the whole) and a table (each group).
Ask the students to think about and share with the class ways that this
increased access to information would be useful. See if they also can come
up with any other examples of relational databases that they might have
experienced without realizing it at the time (save index cards for Lesson 6-7).

Part 2 — Hands-On Computer Activity

4.

5.

Distribute the Step-by-Step handout (JMODG6-3-1) to the student pairs and
instruct them to follow the instructions for creating a relational database.

Ask the students to have you review their table designs in Part B and Part D
before continuing to the next sections. Observe their progress and verify that
Parts B and D include the minimum information listed below (it's okay for field
names to vary from group to group).

IRCO Simulation-Optional

Distribute the IRCO Step-by-Step handout (JMOD6-3-2) to the students and
instruct them to follow the instructions for creating a relational database.
Ask the students to have you review their table designs in Part B and Part D
before continuing to the next sections. Details provided below:

Lname Text 10

Branch Number Integer

City Text 16

StartDate Date/Time Short Date

 Field Name Data Type |
EmpNumber Number Integer

HourlyPay Currency Standard

scription
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HOT Activities:]

1.

Since one of the fundamental rules of computer data is "Only enter it once,
but use it many times”, have students re-examine the index card data table.
Assign them the task of identifying a new field that could be easily added and
that would link it to another data table. Ask each student to prepare a written
description of what the field and the data table would be. Provide time for a
discussion so that students can then offer suggested organization ideas.
With the class divided into new groups of approximately three students, have
each group design and create a new relational database based on other
students’ roles, such as classes, course descriptions, instructors, extra-
curricular activities, etc. Each new database should be saved under the
name CENTER. Require that each database include three data tables, one
of which must be ‘students.’ Instruct students to prepare a written document
of their designs of each table, showing the common field in all three data
tables and producing one report for each table after entering their data in the
database.

IAssessment methods:]

Observation of students by instructor as activities are completed.

Review and feedback provided by instructor of printouts submitted by
students.

Student assessment of accuracy of new fields to data tables and comparison
of designs of data tables developed by groups.

Review and evaluation of database designs prepared by student groups.

linstructor evaluation and comments for improvement

216
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STEP-BY-STEP HANDOUT

Lesson 6-3
Part A

» Using a relational database application software program, create a database
of information about students in your class. Call it ROSTER.

Part B

> Complete the design of a table in the chart using information about 5
classmates and then create it: :

> Save this table design with the name of MYCLASS.

Part C
» Add the information for each classmate into the table.

» Save this information.

Part D

Add two additional fields, such as favorite class, commuting distance, or least-
liked vegetable.

> Complete the chart with the additions to the MYCLASS table based on the
new information.

Part E
> Add the new information (in bold) for each classmate into the table:

> Save and print one copy.

<17
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IRCO STEP-BY-STEP HANDOUT
Lesson 6-3

Part A

IRCO has decided to get organized and create a database of employees,

customers, inventory and, as time goes on, other company operations. IRCO

management has decided to begin with company employees.

» Using a relational database application software program, create a database.
Callit IRCO.

Part B

> Complete the design of a table in the chart using the information below and
then create it:

» Save this table design with the name of EMPLOYEES.

Part C

» Add the following information for each person into the table:

CONFIDENTIAL IRCO DATRZ

Robert Hanson 17 Seattle 3/5/97
Abner Cook 13 Seattle 5/6/98
Roberta Hansen 81 Spokane | 1/2/98
William Wood 17 Seattle 8/9/96
Mary Jones 13 Seattle 3/6/97

» Save this information.

L) :
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Part D

The company has decided that it also wants to keep track of the assigned
employee number as well as the rate of pay per hour.

» Complete the chart with the additions to the EMPLOYEES table based on the
new information below:

Part E

> Add the new information (in bold) for each employee into the table:

CONFIDENTIAL IRCO DATZ

Robert Hanson 460 7.75
Abner Cook 324 7.25
Roberta Hansen 367 8.90
William Wood 195 8.90
Mary Jones 354 7.75

> Save and print one copy.

19
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. Developing Databases

ILESSON 6-4:| Searching Tables Approx. time: 1 class

ILesson overview:

Using the new database from the previous lesson, students will continue to
develop the relational database by creating a new table, adding records to the
table, and then practicing a search technique in the table to find specific record.

[Students will demonstrate the ability to:|

Open an existing database and create tables. (T/DB)
Work together in teams to complete tasks. (ES-8, ES-10)
Search a table to locate specific records. (T/DB)

Identify relevant sources of information and recognize the audience for the
project. (F/F&CS) '

Aobh~

IPrerequisites] Lessons 6-1 through 6-3

[Content required;|

1) Create a new table

2) Add records to the database

. 3) Search to find specific records in the database

|Resources:[

Manuals for database software program being used

IMaterials checklist:]
v Transparency and Step-by-Step handout (JMOD6-4-1) for each student
v' Sample of IRCO Simulation handout (JMOD6-4-2)

[Equipment checklist:|
v" Computer for each student
v' Computer display projector
v Overhead projector

[Teaching strategy:|

Part 1 - Preparatory Activity

1. Review the concepts of a relational database and make sure that the students
have completed a table in a relational database.

2. Distribute the Step-by-Step handout (JMODG6-4-1) and explain that today's
lesson will result in the creation of a new table and the use of the search
feature. Remind the students to include a common element in the new table.
The students should recognize that each table must have one common field

. and that's how they are related in the relational database. Continue to re-
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enforce the relational concepts by asking additional questions about how this
could be useful or why anyone would design a database like this.

3. Have the students, working in pairs, begin on Part A and identify the rest of
the fields for their table design. Ask them to review each partner's chart
before they continue to the next section.

IRCO Simulation-Optional

= Distribute the IRCO Step-by-Step handout (JMOD6-4-2) and instruct the
students to review the data that will comprise the new table in the IRCO
database listed in Part B. Ask the students if they notice any common
elements in the new Equipment table and the Employee table. The students
should recognize that each table has a “branch” field and that’s how they are
related in the relational database of IRCO! Continue to re-enforce the
relational concepts by asking additional questions about how this could be
useful or why anyone would design a database like this.

= Have the student teams begin on Part A and identify the rest of the fields for
their table design. Ask to review each team'’s chart before they continue to
the next section. Fields should be similar to the following example:

ranch Number
ltem Text
Model Text
Brand Text
Cost Currency Standard
Purchased Date/Time Short Date
Warr Yes/No Set Default to Yes
Serial Text 12

Part 2 — Hands-On Computer Activity

4. Monitor student progress as they continue through each section of the
handout.

5. Remind the students to refer to the online Help if they need some hints on
how to conduct a search.

HOT Activities:]

1. Ask the students for examples of when they think the administration would
want to find certain records in their table. As an answer is presented, follow
by asking another student to describe how the search would be
accomplished. Continue to challenge the students for situations until
everyone has had a chance to contribute an answer.

2. Allow students to return to their larger groups that were formed at the end of
the previous lesson. Have the groups analyze their three data tables created q

in the CENTER database and prepare a written description of three different
<21
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®

types of searches that could be made for each table — in other words, nine
different searches — with an explanation of how each search would result in
valuable information.

|IAssessment methods:|

¢ Review and evaluation by instructor of printouts submitted by students.
o Observation by instructor of students participating in discussions.

¢ Evaluation made by instructor of quality of group results.

Instructor evaluation and comments for improvement}

222
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STEP-BY-STEP HANDOUT

Lesson 6-4
Part A
Using the ROSTER database, add a new table for class scheduling.

> Complete the chart with the design for the new table:

> Open the ROSTER database, create this new table, and save it as
CLASSES.

Part B
» Add the class schedule information to the table:

> Save your work.

Choose a word that you know is in one of your records. Write the word in the
space below:

Part C
>

> Describe the steps you would take to find one record with the word
‘computers’ in it:

» What is its record number in the table?

b~

> Print the entire table. 223
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o IRCO STEP-BY-STEP HANDOUT

Lesson 6-4
Part A

IRCO has decided to add another table to its database. This one will be designed

®

to help control the inventory of office equipment throughout the company.

» Using the information below, complete the chart with the design of the new

» Open the IRCO database, create this new table, and save it as EQUIPMENT.

Part B

» Add the following information to the table:

IRCO Inventory List

0 465.00 4/1/98 Yes 897624

13 Deskpro | Compaq 1345.00 3/25/97 No 897823
81 P50 Compaq | 455.00 8/8/96 Yes 432423
17 Printer IV Si HP 2344.00 4/1/98 Yes 4343423
13 Scanner Model2 | HP 645.00 5/5/97 Yes 1237653
17 Monitor XT-50 Acme 199.00 5/6/98 No BQ90034
13 CPU Deskpro | Compaq 1345.00 5/7/98 Yes 234323
81 CPU XJ-56 Dell 1155.00 9/2/98 Yes 654234Y
81 Scanner Model2 | HP 645.00 3/3/96 Yes 3454346
81 Printer IV Si HP 2344.00 2/5/97 Yes 7656345
13 Printer I Sli HP 3450.00 2/1/96 No 2345434
> Save your work.

BESTCOPY AVAILABLE

224
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Part C

» Describe the steps you would take to find the record with the brand name of
Acme: :

» What is its record number in the table?

» Print the entire table.

v 225
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Developing Databases

ILESSON 6-5:] Forms Approx. time: 1 class

ILesson overview:|

Many times seeing all of the data in the database is not necessary to accomplish
the task. For this purpose, understanding the use of forms is important. Working
again with their database, students will create and then modify a form view from
the data sheet (table) view. They will then switch between data sheet view and
form view and add data in form view. Afterwards the students will print in both
form view and data sheet view. '

[Students will demonstrate the ability to]

Open an existing database. (T/DB)

Create and modify a simple form. (T/DB)

Enter data using a form. (T/DB)

Summarize, communicate, and document information to share with class.
(F/ANL, ES-4, ES-7)

5. Work effectively in groups. (ES-10)

el A

IPrerequisites] Lessons 6-1 through 6-4

[Content required:]
1) Creating a form:
a) Convert to form view
b) Modify the form
2) Switching views:
a) Form view
b) Data sheet view
3) Adding records to the database in form view
4) Printing:

Resources:

Manuals for database software program being used

IMaterials checklist:|
v" Transparency and Step-by-Step handout (JMOD6-5-1) for each student
v" Sample of IRCO Simulation Step-by-Step handout (JMOD6-5-2)

[Equipment checklist]
v' Computer for each student
v' Computer display projector
v" Overhead projector
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Teaching strategy:|

Part 1 — Preparatory Activity

1.

2.

Review the accomplishments in the previous lesson and verify that each pair
of students has an up-to-date database.

Distribute the Step-by-Step handout (JMOD6-5-1), while explaining that the
purpose of this lesson is to utilize the form feature. Ask the students if looking
at the tables with all of the records is sometimes confusing. Point out that
there is a way to see only one record at a time, using the form view.

IRCO Simulation-Optional

Distribute the IRCO Simulation Step-by-Step handout (JMOD6-5-2), while
explaining that the purpose of this lesson is to utilize the form feature. Ask the
students if looking at the tables with all of the records is sometimes confusing.
Point out that there is a way to see only one record at a time, using the form
view.

Part 2 — Hands-On Computer Activity

1.

Using the handout, walk the students through the creation of a form view in
Part A. Encourage them to move from record to record. Solicit their reactions
to the new function.

Monitor the students’ progress as they continue through each section and,
offer assistance if necessary.

HOT Activities:|

1.

Upon completion of the exercise by all the students, conduct a round-table
discussion of the advantages or disadvantages of the use of this view of a
database. Ask students to support their comments with examples.

Assign each pair of students the task to research a Web site that uses a form
view. Instruct students to print out a copy of the form, to analyze the ways
that data entry is improved by the form, and then to prepare a written
summary of their findings.

Using the groups formed to develop the CENTER databases, have students
create a form view in each one of the three tables and print an example.

IAssessment methods:|

Instructor review and evaluation of printouts submitted by students.
Instructor observation of round-table discussion participation by students.
Self-assessment by students of progress and understanding of databases.
Comparison of students’ group results and assessment of results.

lInstructor evaluation and comments for improvement|

RR2YV
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STEP-BY-STEP HANDOUT
Lesson 6-5

Part A

Sometimes it's preferable to see only one record at a time in a database file.
Here's how to change the MYCLASS table to a form view (view one record at a
time):

Open the ROSTER database.

Click on the FORMS tab and choose NEW.

Choose FORM WIZZARD.

Under TABLES/QUERIES make sure MYCLASS is chosen.

Use the > to move each field from AVAILABLE FIELD to SELECTED FIELD.
Next. Choose COLUMNAR.

Next. Under style choose STANDARD.

Finish.

Part B

Once you have created a form view, it is easy to move from record to record. The

advantage is that you have to view only one record at a time.

> Use the arrowhead buttons on the form scroll bar (at the bottom of the form)
to scroll from one form to another.

Part C
It's easy to modify the form once you have created it.
» Make the following changes to the MYCLASS form:
* Font size of one column to 12
* Font size of all other data to 10
= Size of each field name to 11
* Bold one record for data entry. You may have to adjust the size of
some fields to accommodate the larger sizes

Part D

Some people prefer to enter data in form view rather than in the datasheet view.

> Enter the information for another classmate into your MYCLASS table while
you are in form view.

» Save.

Part E

» Make sure you are in form view.
» Print only the last record.

» Change to datasheet view.

» Print the entire table.

n
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IRCO STEP-BY-STEP HANDOUT

Lesson 6-5
Part A

Sometimes it's preferable to see only one record at a time in a database file.
Here’s how to change the EQUIPMENT table to a form view (view one record at
a time):

Open the IRCO database.

Click on the FORMS tab and choose NEW.

Choose FORM WIZZARD.

Under TABLES/QUERIES make sure EQUIPMENT is chosen.

Use the > to move each field from AVAILABLE FIELD to SELECTED FIELD.
Next.

Choose COLUMNAR.

Next.

Under style choose STANDARD.

Finish.

VVVVVVVVVYVY

Part B

Once you have created a form view, it is easy to move from record to record. The
advantage is that you have to view only one record at a time.

» Use the arrowhead buttons on the form scroll bar (at the bottom of the form)
to scroll from one form to another.

Part C

It's easy to modify the form once you have created it.

» Make the following changes to the EQUIPMENT form:

Font size of COST data to 12
Font size of all other data to 10
Size of each field name to 11

Bold each ITEM data entry. You may have to adjust the size of some fields to
accommodate the larger sizes

Do
OO
O
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Part D

Some people prefer to enter data in form view rather than in the datasheet view.

> Enter the following information into your EQUIPMENT table while you are in
form view:.

IRCO Inventory List

inter nkjet annon | 195.00 | 7/6/98 Yes | 199822

Printer Inkjet Cannon | 195.00 7/6/98 Yes 199823
Printer Dot Matrix | Epson 168.00 7/6/98 Yes E490211
Printer Inkjet Cannon | 195.00 7/6/98 Yes 199824
CPU Deskpro Compagq | 1345.00 5/7/98 Yes | 234325
CPU Deskpro Compagq | 1345.00 5/7/98 Yes | 234327
Printer Dot Matrix | Epson 168.00 7/6/98 Yes E490213
Printer Dot Matrix | Epson 168.00 7/6/98 Yes E490215

> Save.

Part E

» Make sure you are in form view.

» Print only the ACME record.

» Change to datasheet view.

» Print the entire table.

230
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Developing Databases

ILESSON 6-6:]] Using Forms to Enter Data Approx. time: 1 class

lLesson overview:]

It's now time to develop a table within a database. Students will design a form to
enter information and to practice sorting this new data before printing out their
results.

iStudents will demonstrate the ability to]

1. Design simple databases. (T/DB)

2. Create a form to enter data. (T/DB, ES-4)

3. Analyze design and make recommendations for improvements. (F/ANL,
ES-12)

4. Communicate recommendations with supporting documentation. (F/ANL, ES-
7)

IPrerequisites:] Lessons 6-1 through 6-5

IContent required:|

1) Design the database

2) Create the form

3) Add information into the form
4) Sort the data

5) Print

IResources:|

Manuals for database software program being used

IMaterials checklist:|

v" Transparency and Step-by-Step handout (JMOD6-6-1) for each student
v' Sample of IRCO Simulation Step-by-Step handout (JMOD6-6-2)

[Equipment checklist:}
v" Computer for each student
v' Computer display projector
v" Overhead projector

[Teaching strategy|

Part 1 - Introductory Discussion

1. Explain that the purpose of today’s lesson is to develop a form showing a new
data table in a database and to discuss the purpose of the database.

2. Have students develop another set of information that could be included in
their ROSTER database for a new table (Be sure that there are a least 6 — 10
records that could be entered.). Ask the students to identify which fields will
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be necessary and record their answers on the board. Ask which one field
would be required? When the correct answer is given (a common one with
ROSTER), have another student explain why.
3. Talk about the need for field names on the form so that they are easily
understood, as well as the fact that the form design should be attractive.
4. Distribute the Step-by-Step handout (JMODG6-6-1) to each student.

IRCO Simulation-Optional

= Explain that the students will develop a customer table within the IRCO
database during these exercises.

= Distribute the IRCO Simulation Step-by-Step handout (JMOD6-6-2).

Part 2 -~ Hands-On Computer Activity

5. Allow time for each pair of students to complete all four parts of the exercise.

6. Suggest to the teams that they divide up the data so that each team member
has the opportunity to enter information.

7. Monitor the progress of the students and offer help when needed.

HOT Activities:|

8. When students have completed the exercises, ask them to evaluate their form
design. Have them print out a copy of the form and then make written
suggestions on the printout as to how it might be improved now that they
have tried it out. Provide time for the teams to modify their form and then
display printed copies of each team’s form for the class to review.

9. Have students research the topic of screen form design and develop a written
checklist of considerations for designing the best data entry form. Encourage
them to check Web sites that they may have used and observe what they like
or dislike about the layout of the screen. Printed documentation of these Web
sites can be used in their reports to demonstrate good and bad forms.

10.0Once the research on form design is complete, have a student or students
compile a top-ten list from all of the checklists and present it to the class.

11.Using the top-ten list of form design considerations, have each group of
students analyze the forms developed for the three tables in their CENTER
database. Instruct each group to print out copies of “Before” and “After” for
each of the three forms and provide a written explanation of how and why the
changes were made.

IAssessment methods:|

Instructor review and evaluation of printouts submitted by students.
Self-assessment by students of database design.

Student evaluation of design considerations to develop top ten list.
Observation by instructor of student participation in discussions and activities.

Instructor evaluation and comments for improvement}]
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STEP-BY-STEP HANDOUT

Lesson 6-6
Part A
> In the space below, sketch a form design for a new data table in your
database.

» Create a form in your database.

» Save it as MYFORM.
Part B

> Enter the information into your database while you are in form view.
> Save.

Part C

> Sort the list several different ways until you are satisfied with the best
organization of the content. List the ways below that you tried:

Part D
» Print. 2 3 3
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’ IRCO STEP-BY-STEP HANDOUT

Lesson 6-6
Part A

IRCO has decided to create a database of its customers. The database will need
to contain our branch number that serves the customer, as well as the usual
addresses, phone numbers, fax numbers, and the key person we should contact
at the business. It's important that the field name you use to designate our
branch is the same as in the other parts of the IRCO database.

> Inthe space below, sketch a form design of the customer database for IRCO:

> Create this form in your IRCO database.
> Save it as CUSTOMERS.
Part B

> Enter the following information into your CUSTOMERS database while you
are in form view.

Customer: Sound Express #1 Customer: Sound Express #3
Key Contact:  Russell Hanson Key Contact: Naomi Johnson
Address: 7836 Market Street Address: 7436 Southcenter Bivd.
City: Seattle City: Seattie
State: WA State: WA
ZIP: 98117 ZIP: 98168
Phone: 206-555-1245 Phone: 206-555-9090
Fax: 206-555-1246 Fax: 206-555-9091
. Branch: 17 Branch: 13

d34
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Customer: Golden Sounds Customer: A Country Experience
Key Contact:  Mary Fitzpatrick Key Contact:  Bo Poteet

Address: 9002 8" Street Address: 653 Front Street
City: Spokane City: Billings

State: WA State: MT

ZIP; 99008 ZIP: 97026

Phone: 509-555-9162 Phone: 406-555-8989

Fax: 509-555-2765 Fax: 406-555-8888
Branch: 81 Branch: 81

Customer: Sound Express #5 Customer: Frank’s Music Store
Key Contact: MacKenzi Wood Key Contact:  Frank Thomas
Address: 678 Northgate Way Address: 8909 NW 85" Street
City: Seattle City: Seattle

State: WA State: WA

ZIP; 98133 ZIP: 98103

Phone: 206-555-9000 Phone: 206-555-1299

Fax: 206-555-9001 Fax: 206-555-1300
Branch: 17 Branch: 17

Customer: Alternate Expressions Customer: Rock ‘n Roll Forever
Key Contact:  E. J. Julliette Key Contact:  Ralph Jones
Address: 871 First Avenue Address: 900 8" Avenue

City: Seattle City: Lewiston

State: WA State: 1D

ZIP; 98103 ZIP: 83078

Phone: 206-555-0009 Phone: 208-555-2775

Fax: 206-555-0008 Fax: 208-555-7887
Branch: 17 Branch: 81

Customer: A Blue Day Customer: Sound Express #12
Key Contact:  Arlo McCoullah Key Contact:  Melissa Walker
Address: 835 15™ Avenue South Address: 409 198" Street South
City: Seattle City: Kent

State: WA State: WA

ZIP: 98244 ZIP: 98166

Phone: 206-555-9999 Phone: 425-555-5656

Fax: 206-555-7777 Fax: 425-555-5655
Branch: 13 Branch: 13

» Save

Part C

> Sort the list so it is in order by customer name.

> Sort the list so it is in order by branch.

Part D

> Sort the list so it is in order by ZIP.

> Print.

35
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Developing Databases

ILESSON 6-7 Query This Approx. time: 1 class

lLesson overview:|
In this lesson students will add more records to their table and then perform a
query.

[Students will demonstrate the ability to:]

Create and modify simple queries. (T/DB)

Print results of a simple query. (T/DB, ES-8)

Analyze relationships between parts and wholes. (F/ANL)

Ask for clarification when further information is required to solve problems and
accomplish tasks. (ES-6, ES-12)

5. Work collaboratively to achieve team goals. (F/TW, ES-10)

o=

IPrerequisites] Lessons 6-1 through 6-6

[Content required;|

1) Open existing database
2) Add additional records
3) Query the database

4) Print

|Resources:]
Manuals for database software program being used

IMaterials checklist:]

v Student index cards from Lesson 6-1

v Transparency and Step-by-Step handout (JMOD6-7-1) for each student
v' Sample of IRCO Simulation Step-by-Step handout (JMODG6-7-2)

[Equipment checklist]
v' Computer for each student
v' Computer display projector
v' Overhead projector

[Teaching strategy:|

Part 1 - Introductory Classroom Discussion

1. Explain the concept of query (isolating a group of records). Using the student
index cards, demonstrate how a group can be isolated by the common value
in one field. Continue the demonstration to illustrate how a second query of
the isolated group narrows the target even further (for example, not everyone
whose favorite color is red, but only students who like red and pizza!).
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2. Distribute the Step-by-Step handout (JMODG6-7-1) and allow time for the
students to ask questions before starting.

3. Guide the students in the development of at least 10 new records that they
can enter into the data table created in the previous lesson. List the records
on the board if necessary for their use during the exercises.

IRCO Simulation-Optional

As each department at IRCO finds out about the new database, it seems they all
have some type of request for information. To respond to these requests,
students will add more records to the Customer table and then perform queries
for Marketing and Accounting.

= Distribute the IRCO Simulation Step-by-Step handout (JMOD6-7-2).

Part 2 — Hands-On Computer Activity
4. Allow the pairs of students to complete the four parts of the exercises.
5. Monitor their progress and provide help when required.

HOT Activities:|

1. After all of the teams are finished with the exercise, conduct a practice
session of “CAN YOU QUERY THIS?” Divide all of the teams between
Group 1 and Group 2. Assign each team in Group 1 and Group 2 the task of
inventing two situations that could be answered by specific information for
one of the databases. Start with teams of Group 1 and have them pose their
situations to the teams of Group 2. Group 2 must devise an accurate query to
receive a point for each situation. Repeat the process with Group 2 providing
the situations. The group with the highest total at the end should be
rewarded!

2. Allow the students to return to their original groups that were responsible for
the development of the CENTER database. Provide time also for the
members of these groups to practice the query session.

|IAssessment methods:|

e Instructor review and evaluation of printouts submitted by students.
o Observation of student participation in query exercise and group process.

Instructor evaluation and comments for improvement]

¢
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STEP-BY-STEP HANDOUT
Lesson 6-7

Part A
> Please add half of the new records to your database in form view:

Part B

> Please add the other half of the records to your database in data sheet view:
> Save

Which of the two methods used to enter your data did you like best and why?

Part C
> Devise a query to select a subset of your database. Describe which
information you used to make you query below:

> Print a report showing the results of this query.

Part D
> Modify your query. Describe the steps that you used below for changing the
query:

> Print a report of this new query.
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IRCO STEP-BY-STEP HANDOUT
Lesson 6-7

Part A

IRCO’s Customer Service Department has several more new customers to add

to the database.

> Please add the following 6 records to your CUSTOMERS database in form

view:
Customer: Sam’s Sounds Customer: Katz Place
Key Contact: Sam Crawford Key Contact:  Kat Nguyen
Address: 7387 99" Street West Address: 3902 89" Avenue NE
City: Spokane City: Seattle
State: WA State: WA
ZIP: 99103 ZIP: 98113
Phone: 509-555-1755 Phone: 206-555-8222
Fax: 509-555-1855 Fax: 206-555-8822
Branch: 81 Branch: 17
Customer: Sound Express #4 Customer: Sound Express #10
Key Contact:  Colin Williams Key Contact: Robert Li
Address: 200 Fifth Avenue Address: 3091 South 176™ Avenue
City: Seattle City: Des Moines
State: WA State: WA
ZIP: 98104 ZIP: 98188
Phone: 206-555-8333 Phone: 206-555-1000
Fax: 206-555-3333 Fax: 206-555-1001
Branch: 17 Branch: 13
Customer: Lynnwood Lyrics Customer: CD Express
Key Contact:  Brian Berger Key Contact:  Marian Frisbee
Address: 8903 188" Street North Address: 120 Sand Hill Road
City: Lynnwood City: Cheney
State: WA State: WA
ZIP: 98022 ZIP: 99422
Phone: 206-555-1784 Phone: 509-555-5090
Fax: 206-555-1884 Fax: 509-555-5091
Branch: 17 Branch: 81
Part B

> Please add the following 4 records to your CUSTOMERS database in data
sheet view:

Country Cousins | Rowdy Hayes 366 Bradway Renton 98115 | 206-555-8991 | 206-555-8992 13

The Blues Bros. Rodney Blue 9124 320" Ave. S. Federal Way 98198 | 206-555-9002 | 206-555-9003 13

Silver Disks Betty Blue 736 148" Ave. SE Bellevue 98106 | 425-555-9003 | 425-555-9004 17
> Save
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Part C

IRCO’s Marketing Department is very impressed with the computerization of its
customer list and would like to see how many of the Sound Express stores up in
Seattle are already on our customer list.

» Devise a query to select all customers in Seattle.

» Modify that query to include only Sound Express stores in Seattle.

> Print.

Part D

Accounting has realized that all of the customers in Branch 81 were charged a
Washington State tax. That would be okay if all of the customers were located in
Washington State.

» Devise a query and print the report for Accounting that lets them know
whether or not they have a problem.
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Developing Databases

ILESSON 6-8:] You're On Report Approx. time: 1 class

ILesson overview!|
Students get an opportunity in this lesson to prepare customized reports.

IStudents will demonstrate the ability to]

Create and modify a report. (T/DB)

Customize a report for different audiences. (T/DB, ES-9)

Listen effectively to determine task requirements. (ES-5)
Complete tasks in accordance with standard and schedule. (F/TM)
Validate information for accuracy and completeness. (F/ANL)

oAM=

IPrerequisites:] Lessons 6-1 through 6-7.

[Content required|

1) Create a report from an existing data sheet
2) Report modification
3) Customized reports

|Resou rces:]

Manual for database software program being used

IMaterials checklist:|

v" Overhead transparency of a plain table printout (the printout of a completed
Assignment 6-6 that was used with Lesson 6-7 would work well here).

v" Overhead transparency of that plain table printout, reproduced as a report (so
students can be shown the difference).

v Sample of IRCO Simulation Step-by-Step handout (JMOD6-8-1)

IEquipment checklist;|
v' Computer for each student
v' Computer display projector
v" Overhead projector

[Teaching strategy;|

Part 1 - Ten Minutes/Classroom Discussion

1. Use the overhead projector to display a plain printout of a data table (the
transparency of a completed assignment in Lesson 6-6 would work just fine).

2. Explain that the printout is plain, boring, and has no statistics (totals, for
instance). While it gets the job done, it isn’t snappy.
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3. Use the overhead projector to display the same data table printed as a report.
Ask students to describe the differences. They will easily be able to describe
the advantages of a report (even if they don’t know how to make one yet).

4. Discuss with the students the reasons they may sometimes want to modify an
existing report. Reasons could include different audiences, missing
information, a wish to keep some information secret, or simply a desire to
make the report look nicer.

5. Demonstrate the use of the Report Wizard for the students. Emphasize
examples of how improvements mentioned in previous steps can be easily
accomplished..

6. Have students choose three reports from previous lessons that they would
like to practice customizing.

IRCO Simulation-Optional

Explain to the students that, up to this point, all of the reports generated to fulfill
information requests at IRCO have looked pretty boring. For the requests from
Leslie, IRCO's fearless VP of Marketing, and from Jo, the Production Manager,
students get an opportunity to prepare customized reports.

* Distribute the IRCO Simulation Step-by-Step handout (JMOD6-8-1).

Part 2 — Hands-On Activity

7. Monitor the students’ progress as they complete their work.

8. It may be necessary to repeat the demonstrations of some of the techniques
to the whole class if students have many problems with the report changes.

HOT Activities]

1. Have students choose one of the earlier reports using the CENTER database
to analyze and identify ways to improve the appearance of the print out.

2. Instruct them to write their suggestions on the report and then use it to make
the changes and print out a new and improved version.

3. Conclude by having a discussion to develop a standard report format for class
projects using databases. List the suggestions for each type of standard and
allow the students to vote on which ones they think are most important. Ask
one or more students to prepare a document or poster listing the new
standards.

IAssessment methods]

e Instructor review and evaluation of printouts submitted by students.
» Student evaluation of earlier printouts for design suggestions.

e Student participation in class discussions and demonstrations.

Instructor evaluation and comments for improvement:|
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IRCO STEP-BY-STEP HANDOUT

Lesson 6-8
Part A

Leslie, the Marketing VP has a meeting with a potential new customer in just 15
minutes — and she’s frantic: she needs a list of all IRCO customers to show that
we're a large company, and growing. She asks you to print out a list of all of our
customers. You could just print out a table of CUSTOMERS, but Leslie wonders
if there’s a way to make it look a little better. You tell her not to worry.

» Using report Wizard, prepare a report of customers. Include all fields and
defaults.

» Print this report.

Part B

As you review the report you just prepared, you notice that it looks pretty good. It
has a title, column headings, rulings, and a footer.

But on closer examination, you see that some of the customer store names and
key contacts are cut off. Then you look at the phone and fax numbers and see
they are, too. You decide to fix it up a little. Here's how:

Change the report orientation to landscape from portrait.
Go to report design.

Change the width of the page to at least 9 inches.

vV V V V

Space out the column page headers and details (use gridlines to line them

up).

> Increase the width of the details that are too narrow — especially the phone
and fax numbers, addresses, customer names, and key contact people.

» When you print preview, if your report is two pages, tighten up the detail
band.

» Print this report.

<43

NORTHWEST CENTER FOR EMERGING TECHNOLOGIES 46




Part C

Our company has recently purchased some additional equipment; we have also
realized that some equipment was not on the inventory list.

> Please add the following items to the EQUIPMENT data table in the IRCO
database. You may add the items in either form view of data sheet view:

ost

13 Desk M-95 Acme 497.00 8/9/98 No 56323
17 Desk M-85 Acme 497.00 8/9/98 No 56324
81 Desk M-85 Acme 497.00 8/9/98 No 56325
13 Chair Ch-50 Acme 138.00 8/9/98 No 7566
17 Chair Ch-50 Acme 138.00 8/9/98 No 7567

81 Chair Ch-50 Acme 138.00 8/9/98 No 7568

81 Monitor P-50 Compag | 525.00 7/1/97 Yes 897599
81 Monitor P-50 Compaqg | 525.00 7/1/97 Yes 897600

» Sort the data table in order of cost — the most valuable items listed first.

» Print a copy of the data table — make sure it fits on only 1 page.

PartD

Your boss, Jo Santiago, would like a copy of the inventory in report form --
however, he doesn'’t need all of the fields included in the report. Here is what he
wants (in this order):

ITEM COST PURCHASED BRANCH

> You may use Report Wizard.
Make the report attractive.

Make the report fit on one page.
Make the report in portrait layout.
Center the title and bold it.

Spread out the columns so the report covers most of the width of the page.

V V V V V V

Print a copy of the report.

244
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Developing Databases

ILESSON 6-9; Report this Query Approx. time: 1 class

lLesson overview!|

In this lesson students continue to practice development of queries and of
different types of reports.

[Students will demonstrate the ability to:|

1. Print a form and a report. (T/DB)

2. Print results of a query. (T/DB)

3. Summarize and document tasks and process for completion. (F/TM, ES-7,
ES-15)

IPrerequisites:| Lessons 6-1 through 6-8

(Content required:|

1) Review:
a) Queries
b) Forms
c) Reports

2) Printing Queries:
a) Forms
b) Reports

3) More Complicated Queries:
a) Add to an existing database
b) Query and print forms
¢) Query and print reports

Resources:

Manuals for database software program being used

IMaterials checklist:]

v' Overhead transparencies of a plain table printout, a printed form, and a
report. (OPTIONAL: Printouts from previous assignments would work fine
here, as these are only intended as examples.)

v' Sample of IRCO Simulation Step-by-Step handout (JMOD6-9-1) for each
student

[Equipment checklist:|
v' Computer for each student
v' Computer display projector
v' Overhead projector

245
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[Teaching strategy|

Part 1 - Review Discussion

1.
2.

Review the terms query, form, and reports.

Use the overhead projector to display these printout options:

¢ Tables

¢ Forms

¢ Reports

Ask students to identify the situations when each of the different types of
printouts would be used.

Take the discussion to the natural progression of printing certain queries.
Remind students that they have already printed queries in tabular form (in
Lesson 6-7). There will be times when they will want to print a query in a
tabular format and other times when they will want to print a query as a
report.

IRCO Simulation-Optional

Explain to the students that the workload of their manager, Jo, is picking up
and he needs even more help managing the IRCO database.

Distribute the IRCO Simulation Step-by-Step handout (JMOD6-9-1) and relate
the importance of being able to help your boss out in a pinch. Have the
students review the request in Part A and ask them to describe how they
would devise the correct query. Record the steps involved in creating the
query on the board.

Part 2 - Hands-On Computer Activity

6.

7.

Group the pairs of students and conduct an exercise to define situations for 3
different queries using the ROSTER database. Have the groups record their
queries on the board for reference by all members throughout the rest of the
exercise. Once the groups have developed their queries, assign each
student the task of performing all of the queries and printing the results both
as a tabular format and as a report.

Monitor the progress of the students and offer assistance when needed.

HOT Activities:|

1.

Working within their groups, ask students to pass around the printouts of their
queries and compare their results to that of other team members. After about
ten minutes for review, conclude with a short discussion allowing each group
to share their conclusions.

Now that students have experienced the basics in the design and
development of a database, ask them to examine each of the reports in their
portfolios and prepare a written summary of the steps they experienced from
the beginning to the end of this process. Encourage them to be as specific as
possible as they identify all of the considerations along the way for both their
design and then the creation on the computer.

l'\
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IAssessment methods ]

* Observation of participation by students in group activities and class
discussions.

¢ Instructor review and evaluation of printouts submitted by students.

¢ Evaluation and written feedback of student reports on basics of design and
development of databases.

Instructor evaluation and comments for improvement|

oo
o
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IRCO STEP-BY-STEP HANDOUT
Lesson 6-9

Part A

Jo tells you that he has a meeting shortly with someone from a store called Elvis

& More. He can’t remember much about the business and needs to know the

representative we usually deal with, the store address, and any other information

we have on that store.
> Query the CUSTOMERS database and find the Elvis & More record.

> Print just that one record as a form.

Part B

Now Jo also needs a report of all the customers located in the State of
Washington. Here are the fields he wants included in the report (in this order):

CITY CUSTOMER BRANCH KEY CONTACT

Make the report fit on one page.
Make the report in portrait layout.
Title the report WASHINGTON CUSTOMERS.

Center and bold the title — make the font size 25.

V V V V V

Spread out the columns so the report covers most of the width of the page

and looks attractive.

v

Sort the records so they are in order by customer.

v

Center Branch numbers under the column title.

» Print a copy of the report.

2483
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Part C

Several days ago you started working on a database of IRCO employees. On
that day you just had time to get the datasheet designed and started and were

able to input information on only 5 employees.

» Personnel asks that you add the following records to the EMPLOYEES
database:

» Query the EMPLOYEES datasheet and locate the employee with the last
name of Sanchez and print that record as a form.
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Hilda Sanchez 17 Seattie 5/9/98 524 7.75
Reggie Lewis 13 Seattle 3/12/98 527 8.15
Angela Briselio 81 Spokane | 5/1/96 529 9.00
Lawrence Miles 81 Spokane 4/2/98 535 7.75

| Margaret Jones 81 Spokane | 1/2/99 537 10.00
Aurora Smith 13 Seattie 2/2/97 539 9.50
Andrew Hansen 17 Seattle 4/9/99 541 7.75
Zachery Cook 17 Seattle 9/9/99 545 8.15
Donald Hansen 13 Seattie 6/9/96 555 10.15
Hector Rodriguez 17 Seattle 3/12/98 531 8.25
Scariett Whitehorse 17 Seattle 3/9/97 557 9.00
Durwood Tritt 81 Spokane 8/1/98 559 8.75
Beverly Jones 81 Spokane 7/14/96 561 8.75
William Williams 81 Spokane 4/29/97 563 8.75
Darwin Manwell 13 Seattle 8/15/97 565 10.00

Part D
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Part E

>

V V.V V V V V V V

Query the EMPLOYEES datasheet and locate all employees who work in
Spokane.

Print an attractive report of those employees; include all fields.

Use a Corporate Title.

Make sure the title is centered.

Make sure the report fits on one page -- but that it uses most of the page.

Title the report SPOKANE EMPLOYEES.

Set up the report in landscape orientation.

Sort by hourly pay — the employee who makes the most should be on top.

Center the employee numbers under the column heading.

Center the branch numbers under the column heading.

Part F

>

>

Query the EMPLOYEES datasheet and locate all employees who work in
Seattle and who have employee numbers less than 540.

Print an attractive report of those employees. Include these fields (in this
order):

Lname Fname EmpNumber Branch City

V V V V V

Make sure the title is centered.

Title the report SEATTLE EMPLOYEES.

Use a Casual title.

Make sure the report fits on one page, but that it uses most of the page.

Use portrait orientation for the report.
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Developing Databases

ILESSON 6-10] A New Database Approx. time: 1 class

ILesson overview:|

For the final class, students are given the opportunity to demonstrate not only
their skills in database design and development but also their ability to complete
an assignment according to the directions provided.

[Students will demonstrate the ability to:]

Follow directions to complete task. (ES-4)

Ask for clarification if further information is required. (ES-6)
Design and develop a relational database. (T/DB)

Add, delete, and modify records. (T/DB)

Search a table and sort data. (T/DB)

Create and modify a form. (T/DB)

Print a form, report, and results of a query. (T/DB)

Stay on a task until it is completed. (F/TM, ES-15)
Summarize and communicate information in written documentation. (F/ANL,
ES-7)

CoNOO AN =

IPrerequisites:| Lessons 6-1 through 6-9

(Content required:|
1) Review:
a) Parts of a database
b) Steps in designing a database
c) Creating correct and descriptive field names
d) Database terminology
e) Uses for databases in business
2) The new database assignment:
a) Desired outcome
b) Design process
¢) Input data
d) Sort
e) Query
f) Print results

Resources:

Manuals for database software program being used

IMaterials checklist|

v" Handout developed by instructor describing database parameters
v" Sample IRCO Simulation Step-by-Step handout (JMOD6-10-1)
v' Sample IRCO Simulation handout of IRCO Artists (JMOD6-10-2)

[ R
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[Equipment checklist]

v' Computer for each student
v' Computer display databaseor
v Overhead databaseor

[Teaching strategy:|

Part 1 - Before Class Preparation by Instructor

1.

Develop a scenario which incorporates a relational database and prepare a
handout for the students outlining the details for the students to use in the
development of that database. (Review the examples of the IRCO handouts
for ideas.) Try to personalize the content of the data based on students'
current interests. Students could develop a database of personal contents, of
contents in the classroom, of companies in a particular career field or
industry, of job listings in several different categories or locations, or of
potential interview contacts in the community.

For example, students could be asked to work in pairs and design a database
to list all of the CDs that they own and which ones they are willing to share
with others:

Step 1: Identify data elements and design data tables.

Step 2: Prepare a form and enter data for each table.

Step 3: Print a customized report with contents sorted in
alphabetical order.

Step 4: Print a customized report showing only those CDs

by a specific artist.

Part 2 - Review Discussion

2.

Review the parts of a database. Focus especially on the terminology: field,
record, row, query, database, column, repon, relational database, and table.
Ask the students to give a definition of each in their own words.

Review how databases can be used for personal benefit as well as in
business. Using the overhead projector, list as many examples as the
students can come up with.

Distribute the instructor-prepared handout and explain the parameters for the
database that the student will develop.

IRCO Simulation-Optional

Describe the following situation to the students: IRCO begins expansion and
an entirely new division of the company is created. Students will apply their
experience with databases to prepare the company for these important
changes. They will create a completely new database for the Video division
and use numerous database functions to provide the information that IRCO’s
management needs in order to get this part of the business up and running as
soon as possible.

Explain that the next exercise will require a number of decisions. Dlstnbute
the IRCO Simulation Step-by-Step handout (JMOD6-10-1) giving the students

2 = f‘)
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some time to review it and ask any questions before they begin. Again, allow
the students to work in pairs.

Using the data from the IRCO Artists’ list (JMODG6-10-2), assign students
(individually or in teams) the task of setting up a new table in the IRCO
database. Once the data has been entered, ask them to analyze the
information for trends, categories, and current status, and to produce at least
two reports for Jo to use in his presentation to management.

IHOT Activities:]

1.

Observe the progress of the students as they complete their databases.
Review the data elements in new tables to make sure that they do not stray
too far from the required fields. Encourage them to consider each decision
carefully as they devise the design of the tables for their new database.

Set up progress checks, timed or otherwise, as they continue through the
exercise to give the students an opportunity for viewing the printouts created
by other teams of students. Ask the students to compare and contrast their
results.

At the end of the exercise, have each student prepare a written memo
summarizing all of the steps they took to accomplish the exercise and then
attach all of their reports to the memo. Instruct the students to focus
especially on the process of database design which they have experienced.

IAssessment methods:]

Instructor review and evaluation of database design and printouts submitted
by students.

Timely completion of all reports defined by the student handouts.

Students' review and assessment of results, accomplished in groups.

Outstanding examples of reports chosen for display in classroom by students
and instructor.

instructor evaluation and comments for improvement;|

33
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IRCO STEP-BY-STEP HANDOUT
Lesson 6-10

Your boss, Jo Santiago, calls you in to ask for some advice. IRCO has decided to
add an entirely new division: video rental outlets. The officers of the corporation
have debated whether this is a field they want to do business in, but they have
decided it is a growing field with lots of possibilities. They realize there are some
big players in video rentals already; that many smaller outlets have been forced
out of business, and that this could be a costly endeavor. They also feel that
there is a natural tie-in with the music business and the video business. And if
IRCO can get these video-rental stores up and running successfully, it will be a
natural progression to add music departments to the stores to sell CDs —
especially our own.

Jo needs input from you on setting up the databases required to track
employees, inventory at the new stores, and customers. You decide that you will
create an entirely new database and NOT use the IRCO database for the video
rental endeavor. Since the people running the outlets will be the most important
aspect, you and Jo decide that you'll tackle that part of the database first.

You decide that the new database will be named VIDEO.

Part A

The first data table you need to design is for the employees in the new video
outlets. You have decided that this data table will be called PERSONNEL. After
looking through the typed records provided to you by Jo, you have a pretty good
idea about which fields are required in the table.

» In the space provided in the box on the next page, define the data elements
and design the PERSONNEL data table.

2394
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» Using relational database application software such as Microsoft Access,

create a database. Call it VIDEO.

> Create a table design using your design in the box above. Save the table
design; name it PERSONNEL.

> Add the following information for each person into the table.

Q

ERIC

Aruitoxt provided by Eic:

rooke Simmons ve Seattle WA 98133 | § € Full 1001 Seattle 4/5/98
Abner Caruthers 1003 Stewart Loop Burien WA 98168 | $8. Full 1009 Seattle 4/3/98
Prudence Famsworth 3 Merriweather Place Mercer WA 98040 | $7.50 Part 2044 Bellevue 4/2/98

Island
Daryl Gritts 782 249" PI. SE - Kent WA 98031 | $7.50 Part 2106 Redmond | 4/5/98
Space 36C
Marilyn Apple 8175 Center Street Bellevue | WA 98006 | $8.00 Full 1008 Bellevue 4/4/98
Muriel Brewster 78 Lake Street Post D 83854 | $7.00 Full 6154 Spokane 4/2/98
Falls
Durwood Fuhrman 2390 65" Avenue Hayden | ID 83835 | $6.50 Part 5622 | Spokane | 4/1/98
Lake
Rodney Jones 5443 78" Street N\W_| Spokane | WA | 99201 | $7.50 Full 7622 | Spokane | 4/2/98
Quach Li 8176 Market St. Kirkland WA 98033 | $8.00 Full 2001 Redmond | 4/4/98
Ferd Goodfellow 8712 Rainier Ave. S. Seattle WA 98144 | $7.50 Part 3055 Seattle 4/1/98
255 BEST COPY };\VAILABLE
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Part B

In your new VIDEO database you will create a total of three data tables in this
project. You have already created a PERSONNEL data table in Part A.

> Make sure your VIDEO database is open and create a new data table that will

be called INVENTORY. This part of the VIDEO database will eventually

contain all the videos that the stores have available to rent. Since IRCO is just

starting this project, you will input only 25 videos.

> After reviewing the information below, design the data table:

> Create the INVENTORY data table and input the following records:

Gone With The Wind 1001 Bellevue
Turner and Hooch 1002 Bellevue
Good Will Hunting 1003 Redmond
Jaws 1004 Redmond
Jaws 1005 Bellevue
Jaws 1006 Seattle

| Nightmare on Eim Street 1007 Spokane
ET The Extra-Terrestrial 1008 Bellevue
ET The Extra-Terrestrial 1009 Seattle
Star Wars 1010 Spokane
Star Wars 1011 Redmond
Star Wars 1012 Bellevue
Field of Dreams 1013 Spokane
The Great Escape 1014 Spokane
Private Benjamin 1015 Redmond
Bullitt 1016 Bellevue
Rocky 1017 Spokane
The Little Mermaid 1018 Seattle
Jurassic Park 1019 Seattle
The Russians are Coming 1020 Bellevue
Tootsie 1021 Bellevue
Crocodile Dundee 1022 Bellevue
Air Force One 1023 Redmond
Theima and Louise 1024 Bellevue
Speed 1025 Spokane
Ace Ventura Pet Detective 1026 Seattle
Apollo 13 1027 Bellevue
Apollo 13 1028 Redmond
Apollo 13 1029 Seattle
Apollo 13 1030 Spokane
The Lion King 1031 Seattle
True Grit 1032 Spokane
Psycho 1033 ‘Redmond

PR 258
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Part C

The final data table you will have to create for our new VIDEOQ database will be

the members (customers) at one of your stores. Of course eventually all
members will have to be added to the database, but for now we’re only entering
a few of the names from the Bellevue store.

> Make sure your VIDEO database is open and create a new data table that will
be called MEMBERS. This part of the VIDEO database will eventually contain
all the members at all the stores.

»> Review the company needs with respect to this data table by analyzing the

information below and then prepare its design:

Alvin Barnes 615 78" Street/Bellevue/WA 98005 425 453 9015 | 40001 | Bellevue 1021
Gregory Grunch 9002 Skagit Key/Bellevue/WA 98006 425747 8881 | 40002 | Bellevue 1012
Alissa Morrison 811 Kelsey Road/Bellevue/W A 98004 425 747 8012 | 40003 | Bellevue 1005
Charlie Chin 903 84" Ave./Medina/WA 98004 425 454 0002 | 40004 | Bellevue 1024
Whitney Morgan 747 156" Ave/Bellevue/WA 98007 425 453 8212 | 40005 | Bellevue 1001
Katrina Kunkel 900 Market St./Kirkland/WA 98033 425 533 9001 | 40006 | Bellevue 1005
Jackson Johnson 178 Cedar Lane/Bellevue/WA 98005 425 444 8127 | 40007 | Bellevue 1001
Jeremy Johnson 533 127" Place/Bellevue/WA 98005 425 453 8214 | 40008 | Bellevue 1027
Edna Zimmerman | 902 Market St./Kirkland/WA 98033 425 533 4521 | 40009 | Bellevue 1020
Sue Adams 6541 128" Place/Bellevue/WA 98007 425 277 3676 | 40010 | Bellevue 1001
Caryn Carmichael | 8162 129™ Ave SE/Bellevue/WA 98005 425 4332190 | 40011 | Bellevue 1016
Timothy Tom 815 Oak Lane NE/Bellevue/WA 98004 425 456 8912 | 40012 | Bellevue 1008
Cassidy Carter 1892 423" Ave E/North Bend/WA 98056 425 675 8144 | 40013 | Bellevue 1001
Arnold Ziffle 891 Cedar Grove/Maple Valley/WA 98066 425 544 1209 | 40014 | Bellevue 1022
Angus McGowan 3901 Wildwood St/Bellevue/W A 98006 425 443 9029 | 40015 | Bellevue 1022
Joe Doe 4312 131% Ave SE/Bellevue/WA 98005 425 544 2312 | 40016 | Bellevue 1012
MacKenzi Wood 2317 89" Place NE/Bellevue/W A 98008 425 399 2300 | 40017 | Bellevue 1001
Taylor Nelson 18 Eastwood Drive/Bellevue/W A 98006 425 387 2390 | 40018 | Bellevue 1024
Charlotte Zeller 312 78" Ave SW/Seattle/WA 98137 206 354 7865 | 10019 | Bellevue 1005
Jean Knutson 891 Christmas Lane/North Bend/WA 98057 425 433 9073 | 40020 | Bellevue 1008
257  BESTCOPYAVAILABLE
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Part D

Jo brings you some more information about the employees and you decide that
the PERSONNEL data table should include as much as possible.

> Define what the new fields should be after reviewing the information below.

> Open the PERSONNEL data table and add the appropriate fields.

> Add the new information for each employee.

rooke Simmons Brooke aol.com 206-392-9001
Abner Caruthers 206 328 4782 Abner@aa.net
Prudence Famsworth 206 349 2128 Pfarn@aol.com 206-372-0112
Daryl Gritts 253 478 3984
Marilyn Apple 425 349 9022 AppleM @aa.net
Muriel Brewster 534 233 8994 206-372-1110
Durwood Fuhrman 534 589 3909 Oldcop@pc.net
Rodney Jones 503 287 3273 RodJ@mn.com 206-444-9090
Quach Li 425 372 1911 QL44@aa.com 425-551-9006
Ferd Goodfellow 206 487 2736 GoodFred @wa.us.edu

- videos, in alphabetical order. __

Part E

Jo has received several requests from Management for various printouts. Some
will require sorting and some will require queries. You will be asked to print
forms, tables, and reports.

The Human Resources Department wants a one-page list of all the employees,
in alphabetical order.

The Purchasing Department wants a one-page list of all the videos currently at
the stores, in alphabetical order.

Marketing would like to look at a one-page list of the customers that have rented

e e . I e
Ce— - e e —— SN _—

> Print tables to satisfy each of these requests.

BEST COPY AVAILABLE
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Part F

Jo decides that his department needs several specialized printouts and asks you
to prepare the following:

> We need to know who works at the Redmond store. Find those employees
and print them so each one comes out on one page.

> We need a one-page list of all the videos at our Bellevue store.
> Print a one-page list of all the members who actually live in Bellevue.

» There is one member who lives in Seattle. Print out only that information on
the page.

Part G

Jo is preparing to make a presentation to Jordan. As part of the presentation, he
will need more printouts from our new VIDEO database about the customer base
in Bellevue. But since this presentation is important, he wants the printouts to be
really nice, so tell him not to worry, you'll create reports.

> Print a report of all the members who live in ZIP codes 98004, 98005, and
98006 with only the following fields in the report and in this order:

FIRST NAME LASTNAME MEMBERSHIP NUMBER ADDRESS

Make sure the report fits on one page

Make the report in portrait layout

Title the report BELLEVUE MEMBERSHIPS

Center and bold the title — make the font size 19

Spread out the columns so the report covers most of the width of the page
and looks attractive

Sort the records so they are in order by membership number

Finally, Jo will recommend in his presentation to increase the number of classics
offered at the Bellevue Store. He needs a report showing how one of the classics
now offered has been rented several times recently.

> Print a report of all the members who last rented the video Gone With The
Wind. Which includes only the following fields:

MEMBERSHIP NUMBER NAME ZIP CODE

o . Use your own judgement to make sure this report is attractive and
includes all required informatiog.(_
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IRCO
Artists Under Contract

17 Mothers of Destruction 1 Seaview Lane/Seattle WA 98117 Rock Rockin’ Seattle
17 Ratz and Katz 2390 1% Avenue South/Seattle, WA Grunge It Ain’'t Dead Yet
98168
13 ICU 7816 Hunts Point Blvd./Hunts Point, Rap ICU2
WA 98006
17 Princess 9219 19 Avenue SW/Seattle, WA Rock Pink Haze
98134
81 Gene Scruggs 599 18" Ave. South/Spokane WA Country My Best Friend Ran
97025 Off With My Wife
(And | Miss Him)
81 The Tattlin’ Sisters 566 Tower Bivd/Spokane, WA 98027 Country Momma's In Jail
Again
81 Rapmaster Irving 8971 99" Street SE/Spokane, WA Rap IrvB2cool
98028
17 The CB'’s 26765 Hill Street/Sea-Tac, WA 98166 | Country My Truck’s in Heaven
Now
13 The Gee-Bees 611 9" Street/Auburn, WA 98003 Disco Friday Night (After the
Swing Shift)
13 Needles & Pinz 865 Kelsey Creek Drive/Bellevue, WA | Grunge One Tatoo Over The
98005 Line

BEST COPY AVAILABLE
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Module 7 — Developing and Distributing
an Annual Report

lLearner Outcomes:]|

Project Management
1. Explain the basic phases of project management and use appropnate project

management planning tools and methods.
2. Coordinate the use of resources with other team members and groups.

Research and Analysis
3. Identify and use traditional and non-traditional sources of information.
4. Analyze, organize, and present research material.

Teamwork and Workplace Skills
5. Organize and work in a team setting.
6. Demonstrate leadership skills where applicable and show flexibility in
- accepting others' leadership.
7. Accept responsibility for one’s own behavior and be aware of its impact on
others.

Documentation and Business Communication

8. Understand the purpose and process of communication (oral and written) in
organizations.

9. Create and present accurate and effective communication (oral and written)
tailored to the specific purpose and needs of the audience.

Word Processing
10.Create compound documents with graphics and objects from multiple
software applications.

Spreadsheet
11.Design, create and troubleshoot spreadsheets with graphs and charts.

12. Apply spreadsheet principles to real life situations and solve business
problems.

Database
13.Design relational databases which apply to actual situations and business
problems.

262
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IPrerequisites:|

Knowledge of basic computer functions and Windows, word processing,
spreadsheet, and data base applications

INSTRUCTOR'’S NOTES:

1) Although this module’s title uses the term Annual Report and focuses on
business terminology, you still may use many different types of
organizations as the basis for a less formal report while completing the
lessons. You also may find that grouping the students based on career
interests helps to make the report development process more meaningful.

2) This module is project-oriented. Although specific lesson plans are
provided for individual classes, you may choose to disseminate all of the
information and details for the project during the first few classes and
merely use the lesson plan timeframe as progress checks towards
completion.

[Total Class Time:] Approximately 20 hours

lOutside readings and other resources]
o Accidental Empires: How the Boys of Silicon Valley Make Their Millions,
Battle Foreign Competition, and Still Can'’t Get a Date by Robert Cringely
o Startup: A Silicon Valley Adventure by Jerry Kaplan
e The First $20 Million is Always the Hardest: A Silicon Valley Novel by Po

Bronson
» Apple: The Inside Story of Intrique, Egomania, and Business Blunders by
Jim Carlton
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Module 7 — Developing and Distributing
an Annual Report

IModule overview:|

Most organizations, from large companies to small clubs, are responsible for
providing a status report at the end of the operating year to employees, group
members, shareholders, and/or other important people. This type of report is
often referred to as an annual report. Every year, it is the single most important
business communication document produced by the organization.

Although the content of each annual report may vary, you will generally see all
types of data (budgets, enroliment figures, expenses, membership lists),
descriptions of different activities the organization was involved in throughout the
year, and information about the individuals who manage and direct the
organization’s operation. Whether the report is produced for a club’'s members
and its prospects, for a non-profit group’s fund-raising efforts, or for a
government agency, it requires the use of word processing, database, and
spreadsheet skills along with careful planning and execution.

When finished with this module, you and a team of classmates will have
produced for your portfolios a professional business document containing
advanced spreadsheets and customized database reports.

ILesson Titles:|

» 7-1 The Big Picture

« 7-2 A Look at Other Annual Reports

» 7-3 Making Plans for Your Project

» 7-4 Designing an Annual Report Layout
» 7-5 Spreadsheets Tell the Picture

= 7-6 ‘A Fistful of Data’

» 7-7 Start Spreading the News

» 7-8 Who's Who

* 7-9 Proofing and Printing

= 7-10 Looks Like We Made it

264
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Developing and Distributing
an Annual Report -

ILESSON 7-1: The Big Picture Approx. time: 1 class

lLesson overview:|

In this lesson students will be introduced to the concept of annual reporting and
will begin to think about the contents of an annual report for an organization.
They will also'have an opportunity to familiarize themselves with business

terminology and to hear from guest speakers with experience in the production of
annual reports.

[Students will demonstrate the ability to:|

1. Identify the focus and general parameters of the project. (F/PM)

2. Evaluate requirements and identify missing or conflicting information. (F/ANL,
ES-6)

Present the different forms of communication and their respective purpose in
the organization. (F/D&BC)

Clearly define and articulate project scope and goals. (F/PM)

Analyze relationships between parts and whole. (F/ANL)

Explain terminology commonly used in business documents. (F/D&BC)
Listen effectively to guest speaker. (ES-5)

w

NoO A

IPrerequisites:| Knowledge of basic computer functions and Windows, word
processing, spreadsheet, and database applications

IContent required:|
1) Steps in project management
2) Business terminology

Resources:

Project Management by AMA

Samples of Annual reports from a variety of local companies, from organizations
such as clubs or churches, or from government agencies.

IMaterials checklist:]

v' Transparency and handout for each student of Page 3 of the Module
Overview (JMOD7-Ovr)

v' Transparency and handout for each student of Business Terminology
Worksheet (JMOD?7-1-1)

v' Handout for each student of Guest Speaker Evaluation Sheet (JMOD7-1-2)

v' Sample of details for IRCO Simulation (JMOD7-1-3)

IEquipment checklist:| 265
v' Overhead projector J
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[Teaching strategy:|

Part 1 — Before Class Instructor Preparation

1. Invite the Publications or Communications Director from a local company or
non-profit organization to speak to the class. Ask him or her to address
specifically the production details of their Annual Report. If sample copies of
the Annual Report are available, request as many as possible for the students
to review.

Part 2 - Introductory Discussion

1. Distribute the page from the Module Overview (JMOD7-Ovr) and provide time
for the students to review the information.

2. Pass around samples of reports, if available, for the students to examine.

3. Have the students highlight the important details of this project and help them
begin to develop a sense of the scope of the project.

4. Ask the students to consider what type of organization for which they could
develop an annual report and where they would be able to find information for
its content. Another suggested topic might be a yearbook for the Center.

IRCO Simulation-Optional

= Distribute the handout (JMOD?7-1-3) containing details about the need for an
IRCO Annual Report. Guide students in a discussion of the possible
parameters for the project using information that they know about IRCO.

Part 3 — Group or Individual Activity

5. Distribute the Business Terminology Worksheet (JMOD7-1-1) and have
students complete it either individually or in pairs.

6. Lead the students in a discussion of their definitions, concluding with an
accurate consensus for each term.

Part 4 — Presentation by Guest Speaker

7. Schedule and conduct the visit by the guest speaker.

8. As the speaker describes the production process, emphasize how different
departments within the organization contribute to the effort of producing a
quality report. Record any new business terms that are used by the guest
speaker and discuss their definitions after the presentation.

HOT Activities:|

1. Have students, working in pairs, analyze their list of business term definitions
and determine completeness and accuracy, based on the information
received during the presentation.

2. After the guest speaker has left, distribute the Guest Speaker Evaluation
Sheet (JMOD?7-1-2) and gather the student reactions to the guest speaker's
comments.
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IAssessment Methods:|

e Observation by instructor of student participation in discussions with guest
speaker and other classmates.

e Evaluation by students and instructor for completeness and accuracy of
Business Terminology Worksheet.

e Evaluation by instructor of students’ guest speaker response form.

Instructor evaluation and comments for improvement:|

267
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Business Terminology Worksheet
Lesson 7-1

Listed below are common terms found in annual reports of organizations. In your
own words, develop and write a definition for each of these.

fiscal year:

budget:

actual:

projections:

market development:

consolidated balance sheets:

assets:

. liabilities:

capital:

audited statement:
mission statement:
shareholders’ equity:
retained earnings:
income:

expenses:

cash flow:
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Guest Speaker Evaluation
Lesson 7-1

1) Please write below your comments and reactions to the guest speaker.

<69
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IRCO Simulation:]

The fiscal year for IRCO has ended and it's time to produce the Annual Report
for the company. Jordan Ono, the president of IRCO, is very pleased with the
performance of the company and is anxious to share all of the news of the past
year with employees and friends of the company. Since IRCO is a privately-held
corporation, there are no public shareholders requiring information about the
company’'s accomplishments. However, it is the Annual Report that will become
the basis for the presentation later this year to the Board of Directors’ meeting.

In the past, Leslie, the VP of Sales and Marketing, along with Jordan’s assistant,
Darryl, has been responsible for the preparation of this report. This year both are
very busy so the task will fall to a team of Production Assistants. Using the table
of contents from last year's report shown below, you can see how extensive the
report needs to be. Remember that since this table of contents reflects what
happened the year before, you may find that you will need to add or modify it.

International Recording Company
Annual Report

Table of Contents

Letter from the President
Financial Highlights for the Year
2.1. Budget
2.2. Actual
2.3. Projections
. Achievements
3.1. Production
3.2. Marketing and Sales
3.3. Artists and Labels
3.4. Industry Awards

Board of Directors and Management

Team

270
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Jordan will prepare a message to be included at the beginning of the report.
However, it will be up to you and your team to develop the information and
formats for the rest of the contents of the report. Data from each of the corporate
branch offices — Headquarters, Manhattan, Beverly Hills, Asia, and Europe — will
need to be gathered and analyzed. For each of the different types of financial
reports, spreadsheets on each location will be required. Database reports for
each branch also will be necessary to describe adequately the various
accomplishments for IRCO in the Achievement categories. Finally, your team
will be responsible for writing the brief biographies on each of the corporate
officers and board members that complete the report.

The deadline for the master copy of the Annual Report to be at the printer's is in
less than two weeks. To make this project even more complicated, Jordan
insists that each of his letters at the beginning of the report be personalized to
the addressee.

When finished with this module, your team will have produced for your portfolios
a professional business document containing graphics, spreadsheets with charts,
and customized database reports.

Q71
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. Developing and Distributing
an Annual Report

ILESSON 7-2: A Look at Other Annual Reports Approx. time: 1 class

lLesson overview:|

Every organization produces a unique annual report. However, all of these
reports have common elements. In this lesson each student will study examples
of at least three annual reports. From these reports students will develop a list of
common features, as well as new elements that they would like incorporated in
their version of an annual report.

iStudents will demonstrate the ability to]

1. Recognize the purpose of the research and available resources. (F/RES)

2. Use effectively oral, written, and on-line sources of information. (F/RES, ES-
13)

3. Recognize and reconcile conflicts between different informational sources.
(F/ANL)

4. Analyze and synthesize information and make recommendations. (F/ANL)

3. Involve others in cooperative team effort and consider their ideas. (F/TM, ES-
10)

. 6. Follow directions to complete assignment. (ES-4)

IPrerequisites]] Lesson 7-1

IContent required:]
1) Business document information
2) Group dynamics

Resources:

Online services for annual reports such as The Public Register at
annualreportservice.com

Samples of Annual Reports for local organizations

Web sites of individual organizations; look under “Investor Services”

Materials checklist:|
v Transparency and handout of Annual Report Summaries (JMOD7-2-1) for
each student

IEquipment checklist:|
v Overhead projector
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[Teaching strategy:|

Part 1 - Introductory Discussion

1. Explain to the students that the purpose of this lesson is to review a variety of
annual reports for gathering ideas from which they will develop an outline for
their annual report. The actual outline will be prepared in Lesson 7-4.

2. Distribute the Annual Report Summaries handout (JMOD7-2-1) that will be
used to record the students’ research.

Part 2 - Individual/Group Assignments

1. Have the students from groups with no more than five members. Explain that
each student in the group will identify three different organizations for which
he or she will record the type of topics listed in the table of contents of the
annual reports. (This means that each group would have up to 15 different
content outlines from annual reports). Instruct the groups to choose a wide
range of organizations among its members so that they get a variety of types
of content outlines for annual reports.

2. Help students begin the selection process by providing examples of
businesses, non-profit organizations, and even government agencies. Point
out the web sites available and ask them to identify other similar resources
that might be used. Once students have found valid organizations with an
annual report, ask them to complete the handouts and print or make copies of
the tables of contents of the annual reports to attach to the handout. .

IAssessment Methods:]|

o Evaluation and feedback for each student who completes the Annual Report
Summaries worksheet, checking for completeness, validity of data, and
appropriateness of choice of organizations.

e Observation by instructor of student groups working together.

lInstructor evaluation and comments for improvement:|
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Annual Report Summaries
Lesson 7-2

List the names and details about the annual reports for three different
organizations below:

Organization #1 -

Organization #2 -

Organization #3 -
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Developing and Distributing
an Annual Report

ILESSON 7-3:] Making Plans for Your Project Approx. time: 1 class

lLesson overview:|

Since planning is critical to the eventual success of the production of an annual
report, the focus of this lesson is on the preparation of a project plan and the
development of an introductory letter.

[Students will demonstrate the ability to:]

1. Identify project resource requirements. (F/PM)

2. Map available resources to requirements. (F/PM)

3. Establish and identify milestones, benchmarks and frequency of monitoring.
(F/PM)

Incorporate contingencies into project planning. (F/PM)

Respect different styles of communication and actively encourage
contribution from all team members. (F/TW, ES-10)

6. Show active support of the team, its goals and its objectives. (F/TW, ES-8)

7. Follow directions to develop a professional business document. (T/WP, ES-4)

ok

IPrerequisites]] Lessons 7-1 and 7-2

[Content required:|

1) Information about different annual reports from previous lessons
2) Steps in project management

Resources:

Project Management by AMA

IMaterials checklist]

v" Sample of IRCO Simulation handout of the Message from the desk of Jordan
Ono (JMOD7-3-1)

[Equipment checklist:]
v' Overhead projector

[Teaching strategy]

Part 1 - Introductory Discussion

1. Review the steps for successful project planning. This information is intended
to help the students understand the scope of project management and their
responsibilities.

2. Working in their groups, ask students to choose an organization for which
they will develop the annual report.

R75
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Part 2 - Classroom Discussion

3.

Guide the students in a discussion that identifies the important events or
milestones necessary for the completion of the annual report for their
organization. Have them refer back the Module Overview, if necessary. List
these events on the board for reference.

Help the students determine the kinds of resources that will be necessary to
complete the project and discuss planning issues that the students may
encounter. List these on the board also.

. Conclude with a discussion of the actual items or topics that will make up the

annual report, one of which should be an introductory letter — the first item in
most annual reports.

IRCO Simulation-Optional

Distribute the handout of the Message from Jordan Ono (JMOD7-3-1), and
allow some time for the students to review the details. This information is
intended to help them develop the contents for the introductory Letter of
Welcome in the next activities.

IHOT Activities|

1.

Ask each of the groups to develop a written timeline for the length of the
project (to be determined by the instructor) that describes progress
milestones, resource usage (both human and computer), and contingencies
should there be any delays in their progress.

Have student groups develop a written document titled “Letter of Welcome”.
This document will be the introduction to their annual report. Field any
questions that the students might have if they are unable to create or
compose the necessary content. Keep in mind that you have the freedom to
add, to modify, or to delete any of details for the purpose of the lesson.
Encourage the students to be creative and to embellish upon the ideas
suggested by their research.

IAssessment Methods:|

Evaluation and feedback by instructor of written timelines prepared by groups
of students.

Evaluation and feedback by instructor of written document titled “Letter of
Welcome”.

Observation of student participation in groups for the development of the
timelines and introductory letters.

linstructor evaluation and comments for improvement;|

s
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MESSAGE Jrom the desk of

Jordan Ono

Here are some of my thoughts for an introduction to the Annual Report. Use whatever you can!
Last year, IRCO:

e Provided internships for a group of Production Assistants, who have helped in every phase of
the company.

e Began the distribution of a Company Newsletter to more that 100 employees in our five
locations.

e Signed on a number of new artists at each location:
Main Office — 20, Manhattan — 12, Beverly Hills — 32, Hong Kong — 8, Paris — 16

e Attended these trade shows: :
Jan -NAMM National Association of Music Merchandisers
Feb — Recording Artists’ International Convention .
Mar - MRAA Music Recording Association of America
April - Grammy Awards
May — Country Music Association Awards Dinner

e Established an Internet Development Team for intelligence-gathering and advertising.

¢ Received award for Best CD Producer at MRAA at the Benaroya Symphony Hall in Seattle,
and beat out Sony, Arista, Atlantic, and Capitol Records!

- Began the process of computerizing record keeping. Jo headed up the project with the use
of databases for production, personnel, inventory management.

e Experimented with a video rental store business in the Seattle area.

Finally, don’t forget to include a summary of IRCO's financial highlights, from spreadsheets!

Q77
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Developing and Distributing
an Annual Report

ILESSON 7-4: Designing an Annual Report Layout Approx. time: 1 class

lLesson overview:|

Based on the completed reviews of a variety of annual reports for other
organizations, students will have an opportunity in this lesson to develop fully
their own layout for their annual report and prepare its outline.

IStudents will demonstrate the ability to:|

1. Create and modify an outline. (T/WP)

2. Use advanced formatting options. (T/WP)

3. Create style sheets and templates. (T/WP)

4. Communicate effectively with audiences with various degrees of expertise in
a wide range of technical contexts. (F/D&BC, ES-7, ES-9)

Organize communication in a logical sequence. (F/D&BC)

Work collaboratively to achieve team goals and show flexibility. (F/TW, ES-
10, ES-11)

o o

IPrerequisites:] Lessons 7-1, 7-2 and 7-3

IContent required:|

1) Data on annual reports

2) Effective business communication techniques
3) Word processing features

Resources:

Online services for annual reports such as The Public Register at
annualreportservice.com

Samples of annual reports for local organizations

Web sites of individual organizations; look under Investor Services

Word Processing manuals

IMaterials checklist:]
v Transparency and handout of Annual Report Proposed Outline (JMOD7-4-1)
~ foreach group

[Equipment checklist:]
v Overhead projector
v' Computer display projector
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[Teaching strategy/]

Part 1 - Introductory Discussion

1. Distribute the Annual Report Proposed Outline handout to each of the groups.

2. Explain to all of the students that the purpose of this lesson is to develop a
written outline and format for their annual report.

Part 2 - Classroom Discussion

3. Using examples of other annual reports, help the students identify the
minimum content areas required for their outlines.

4. Discuss with the students different ways in which this information could be
reorganized and various ways to format or outline. Encourage students to
share with the class the examples of annual reports found in their research
during the previous lessons.

5. Record on the board features or characteristics of annual reports that
students liked or found very effective in communicating the information about
a organization.

Part 3 - Hands-on Computer Demonstration

6. Demonstrate the use of the outline feature in the word processing program
and explain to the students how to use it in the next activity. Allow time for
practice using the different types of outline formats. Ask the students to share
with the class places where they may have seen these formats used.

7. Review the process for developing a template in the word processing
application (which was used in Module 2). Have students volunteer to explain
the steps in the process.

HOT Activities:]

1. Ask the groups of students to develop a composite content outline for their
annual report that incorporates as many as they can of the good features
from the various organization annuals found in their research. Each group
should record their outline on the handout.

2. Instruct student groups to design and print a written style sheet for the layout
of their annual report. The document should address such topics as format,
fonts, etc. to be used throughout. Explain to the students that this document
will provide the guidelines for the rest of their production and maintain
consistency in the look of the report.

IAssessment Methods:]

e Evaluation and feedback by instructor of proposed outline for the annual
report developed by each student group.

e Evaluation and feedback by instructor of style sheets prepared by student
groups.

o Observation of progress by and productivity within student groups.
Self-assessment by individual students as to effectiveness of group process.

Instructor evaluation and comments for improvement;|
&0
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Group Members:

Annual Report
Proposed Outline
Lesson 7-4

- 230
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an Annual Report

ILESSON 7-5:| Spreadsheets Tell the Picture Approx. time: 1 class

IlLesson overview]

In this lesson each student will be responsible for preparing a spreadsheet for the
organization, containing different types of financial information. Guidelines for
the development of their spreadsheets should be provided and used in the
evaluation process. A section in their annual report should include these
spreadsheets.

[Students will demonstrate the ability to|

1. Produce work that is thorough, accurate, complete, and meets the quality
standards of the group. (F/WPS, ES-10)

Analyze and synthesize information. (F/ANL, ES-13)

Import data and embed objects in a spreadsheet. (T/SPS)

Use advanced spreadsheet formulas. (T/SPS)

Clarify when further information is required. (ES-6)

Troubleshoot spreadsheets. (T/SPS, ES-12)

Create and use macros. (T/SPS)

Link several worksheets in a spreadsheet. (T/SPS)

Share information and explain procedures to another team member. (ES-7)

©CoNOOAWLN

IPrerequisites:] Lessons 7-1, 7-2, 7-3 and 7-4

[Content required:|
1) Advanced features of a spreadsheet
2) Data to be developed from research or provided by instructor.
3) Sample IRCO Simulation data provided in Instructor Reference Spreadsheets
for each IRCO branch:
a) Headquarters or Main Office (JMOD7-5-7)
b) Manhattan (JMOD7-5-8)
c) Beverly Hills (JMOD7-5-9)
d) Asia (JMOD7-5-10)
e) Europe (JMOD7-5-11)

|Resources:[

Spreadsheet manuals and online Help in spreadsheet application
Samples of spreadsheets in annual report examples

IMaterials checklist|

v’ Instructor prepared list of spreadsheet criteria that would incorporate use of
advanced spreadsheet skills. Use the sample criteria for IRCO for ideas.
v' Sample of IRCO Spreadsheet Criteria (JMOD?7-5-12)

JU- 281
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Step-by-Step Handout for each student (JMOD-5-13)

Sample of IRCO Combined Budgets (JMOD7-5-1)

Sample of IRCO Simulation Handout of Memo from Manhattan Branch

(JMOD7-5-2)

v' Sample of IRCO Simulation Handout of Memo from Beverly Hills Branch
(JMOD7-5-3)

v' Sample of IRCO Simulation Handout of Memo from Asia Branch (JMOD?7-5-
4)

v' Sample of IRCO Simulation Handout of Memo from Europe Branch (JMOD7-
5-5)

v" Sample of IRCO Simulation Handout of Memo from Headquarters or Main

Office (JMOD7-5-6)

AN NN

[Equipment checklist]
v" Overhead projector

[Teaching strategy|

Part 1 — Before Class Instructor Preparation

1. Design a list of criteria that students will use as a guide for the development
of their spreadsheets. Have students utilize as many as possible of the
advanced spreadsheet functions to accomplish the criteria.

Part 2 — Introductory Discussion

2. Explain that the purpose of this lesson is to develop the financial section of
the annual reports utilizing advanced spreadsheet techniques.

3. Distribute the instructor-prepared handout outlining the criteria for
spreadsheet preparation for each student within the groups. Give the
students time to review each of the requirements and ask questions for
clarification.

Part 3 — Hands-On Computer Demonstration
4. Distribute the Step-by-Step handout (JMOD7-5-13) to all of the groups of
students.
5. Assign each member the responsibility for demonstrating the steps of at least
one of the spreadsheet functions below to the rest of the group:
Importing data
Embedding objects
Creating and using macros
Linking of several worksheets in a spreadsheet
Creating advanced formulas
6. Instruct each group member to repeat the steps to familiarize themselves with
the function’s steps after the demonstration. Monitor the group activity
carefully to maintain optimum productivity.
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Part 4 — Group Activity

7. After all of the demonstrations and practice have been completed, ask the
students to think of ways that each of these functions might be used in the
development of their spreadsheets.

8. Have each group determine which member will be responsible for different
spreadsheets based on the available data.

IRCO Simulation-Optional

= Using the projection of the IRCO Spreadsheet Criteria (JMOD7-5-12) and the
Combined Budgets (JMOD?7-5-1) handouts, review with the students each of
the criteria and discuss any questions they might have.

= Distribute the Memos (JMOD7-5-2, JMOD7-5-3, JMOD7-5-4, JMOD7-5-5,
and JMOD7-5-6) for use developing the data for the spreadsheets.

= Assign each member of the group to be responsible for developing up to
three spreadsheets for IRCO’s Annual Report.

IHOT Activities]

1. Ask each student to design and develop the spreadsheet for his/her assigned
area. Remind students to work within their groups to assure that the formats
are consistent with their spreadsheets. Monitor their progress closely to
determine if any additional or remedial instruction is required. Encourage
students with stronger spreadsheet skills in the groups to offer assistance to
the other members in their groups, if needed. (If using the IRCO Simulation,
the spreadsheets provided for instructor reference help determine the
accuracy of students’ spreadsheets as well as if they are actually ‘on target’
with their spreadsheet development skills.)

IAssessment Methods:]|

e Evaluation and feedback by the instructor on up to three spreadsheets
prepared by students, using the criteria handout as a checklist.
Observation of group interaction and progress by instructor.
Evaluation by the instructor of student participation in the demonstration and
explanation of advanced spreadsheet functions.
Answers to advanced calculation section:
1. To calculate the current balance for the first transaction (cell F7):
=SUM(F6,D7,-E7) As you enter new transactions, copy this formula to the
cell that contains the current balance for the new transaction.
2. To display the full name in the format “first_name last_name”:
=D5&” “&E5
3. =F5*(1+5%) If the percentage amount is stored in a cell (F2):
=F5*(1+$F$2)

instructor evaluation and comments for improvement;|
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JMOD7-5-12

IRCO Spreadsheet Criteria
Lesson 7-5

Listed below are the requirements to be included in the development
of your spreadsheets for your IRCO branch.

1.

2.

3.

10.

All spreadsheets should contain a customized header with the title

information.

All spreadsheets should be centered on the page and positioned

according to size.

Each branch of IRCO is required to have 3 spreadsheets in the

Annual Report:

o Budget - this spreadsheet is what was expected to happen last
year.

e Actual — this spreadsheet is what, in fact, did happen last year.

e Projection — this spreadsheet is the new budget that projects
expenditures for the coming year.

Use the IRCO Combined Budgets Spreadsheet file (JMOD7-5-1)

as the master workbook and link each branch’s data through a

series of sheets.

Use the information contained in the Memo from your specific

branch to construct your Budget and Actual spreadsheets.

Develop different categories for columns or rows to provide as

much financial analysis of the branch as possible. For example,

Number of CDs Produced Per Month, Average Number of New

Artists Signed Per Month, Differences between Budget and Actual,

Improvements over Previous Year, etc.

Jordan has set a production goal of 4 million CDs for the new

year. Use this figure as a basis for your branch’s projections.

Incorporate at least one graph or chart for each branch in the

Annual Report.

Within your group, develop and use a macro, in order to save work

and time. '

Upon completion of each spreadsheet, have a member of your

group validate that there are no errors. If errors are found, figure

out why, and correct before printing and distributing.

e
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STEP-BY-STEP HANDOUT
Lesson 7-5

Advanced Spreadsheet Functions

Linking and embedding objects

Information or data can be imported from another spreadsheet or application and
used in your spreadsheet. This is accomplished through the processes of linking
or embedding. The information is referred to as objects.

1) Develop a definition for embedding:

2) Develop a definition for linking:

Exercise: Copy information from an existing file as a linked or embedded object.

1. Select the information you want to copy as a linked or embedded object.

2. Click Copy or Cut.

3. Switch to the file you want to place the information in, and then click where
you want the information to appear.

4. On the Edit menu, click Paste Special.

5. To paste in the information as a linked object, click Paste link.
To paste the information as an embedded object, click Paste. In the As box,
click the entry with the word “object” in its name.

Linking of several worksheets in a spreadsheet
A spreadsheet application also allows you to share formulas for calculating data
with other worksheets or even workbooks.

Exercise. Create a formula to calculate data on another worksheet.

1. In the worksheet that will contain the formula, select the cell in which you
want to enter the external reference.

2. If you are creating a new formula, type = (an equal sign).
If you are entering the external reference elsewhere in the formula, type the
operator or function that you want to precede the external reference.

3.. Click the worksheet than contains the cells you want to link to.

4. Select the cells you want to link to.

5. Complete the formula. When you finish entering the formula, press Enter.

0 285
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Creating and using macros

If you perform a task repeatedly in your spreadsheet, you can automate the task
with a macro. A macro is a series of commands and functions that are stored
and can be run whenever you need to perform the task, just as you record music
with a tape recorder to playback later.

Exercise: Record a macro

1. On the Tools menu, point to Macro, and then click Record.

2. In the Macro name box, enter a name for the macro. (The first character must
be a letter.)

3. To run the macro by pressing a keyboard shortcut key, enter a letter in the
Shortcut key box.

4. In the Store macro in box, click the location where you want to store the
macro.

5. To include a description of the macro, type the description in the Description
box.

6. Click OK.

7. Carry out the actions you want to record.

8. On the Stop Recording toolbar, click Stop Recording.

Creating advanced formulas

Besides simple arithmetic calculations, spreadsheets are capable of many
advanced types of formulas.

Exercise: Develop a correct formula for accomplishing each of the tasks below in
a spreadsheet.
. Calculate the running balance in a checkbook register. Assume that cell D7
contains the current transaction’s deposit, cell E7 contains any withdrawal
amount, and cell F6 contains the previous balance.

2. Join a first name stored in one cell with a last name stored in another cell.
Assume that cell D5 contains the first name and cell E5 contains the last
name.

3. Increase a numeric value stored in one cell by a percentage, such as 5
percent. Assume that cell F5 contains the original value.

286
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International Recording

Company - Manhattan

Memo

To: Jordan Ono

From: Howie Doowen

CC: Annual Report Staff

Date: 01/22/00

Re: Financial Information for Previous Year

We're always up to our eyeballs in snow but the year before last we still did 15% of
IRCO’s $21,630,000 total — not bad for a small branch and considering our stafffing
problems.

Looks like we shipped 519,121 units at the same sales price of $8.00 per CD this
year.

4.5% of the sales revenue was paid to the artists for royalties as usual.

The production costs in Manhattan, also, were reduced to an average of $2.00 per
CD.

Salary and office expenses for this branch totaled $1,080,000 and $288,000 for the
previous year, according to Accounting.

Ciao.
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International Recording

Company — Beverly Hills

Memo

To: Jordan Ono

From: Sheri Davidson
CC: Annual Report Staff
Date: 01/22/00

Re: Financial Information for Previous Year

As usual, the Beverly Hills branch of IRCO outperformed everybody with 45% of the
$21,630,000 in sales revenue during the year before last.

And, of course, we shipped a whopping 1,216,687 units at the same sales price of
$8.00 per CD.

Artists were paid the same 4.5% of the sales revenue for royalties.

Our production costs also were reduced to an average of $2.00 per CD like everyone
else.

Salary and office expenses for this branch totaled $1,080,000 and $288,000 for the
previous year, according to Accounting.

Surf's up -- so, call my pager if you need anything more..........
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International Recording

Company — Asia

Memo

To: Jordan Ono
From: Tim Lee

CC: Annual Report Staff

Date: 01/22/00

Re: Financial Information for Previous Year

We believe the history of the IRCO branch for Asia will indicate that only 5% of the
$21,630,000 was made by us during the year before last.

For this past year, it has been reported that production totaled 154,114 units at the
same sales price of $8.00 per CD.

Fees paid to artists for royalties were the same, at 4.5% of the sales revenue.

Production costs in Hong Kong were reduced to an average of $2.00 per CD, as was
seen in other branches.

Salary and office expenses for this branch totaled $1,080,000 and $288,000 for the
previous year, according to Accounting.

It was my sincere pleasure to gather this data for you and | look forward to your next

visit .

Sayonara.
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International Recording

Company — Europe

Memo

To: Jordan Ono

From: Jacque du Pre

CC: Annual Report Staff
Date: 01/22/00

Re: Financial Information for Previous Year

Bonjour.

To the best of my knowledge, IRCO’s European branch, located in Paris, was
responsible for 10% of the $21,630,000 that was made the year before last.

| am happy to report that production totaled 289,301 units at the same sales price of
$8.00 per CD for this past year.

Royalty fees paid to artists were the same, at 4.5% of the sales revenue.

Production costs company-wide, as reported to me, were reduced to an average of
$2.00 per CD.

Salary and office expenses for this branch totaled $1,080,000 and $288,000 for the
previous year, according to Accounting.

| will be going to the Riviera for a few days of sun next week, but will check in with
you in case you need any more information.
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Memo

To:  Jordan Ono

From: Jo Santiago

CC: Annual Report Staff

Date: 01/22/00

Re: Financial InNformation for Previous Year

International Recording

Company

Hi.

As you will remember, the headquarters office was responsible for 25% of the
$21,630,000 that IRCO made the year before last.

This past year our production increased to a total of 770,568 units at the same sales

price of $8.00 per CD.

The royalty fee paid to artists also remained the same this past year, at 4.5% of the

sales revenue.

However, production costs company-wide were reduced to an average of $2.00 per

CD.

Salary and office expenses for this branch totaled $1,080,000 and $288,000 for the

previous year, according to Accounting.

Hope this information helps the cause!
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Developing and Distributing
an Annual Report

ILESSON 7-6] ‘A Fistful of Data’ Approx. time: 1 class

ILesson overview:|

One of the most interesting sections of an annual report are the achievements
throughout the past year of the organization. Students will have a chance to
discover a wide range of information about the organization and the industry it's
in as they gather data for their database reports.

iStudents will demonstrate the ability to;

1. Use effectively a wide range of research strategies and sources of
information. (F/RES, ES-13)

2. Design a database that solves a business problem or applies to a real-life
situation. (T/DB, ES-12)

3. Explain the relationship between database components. (T/DB)

4. Sort data on multiple fields. (T/DB)

5. Addfilters. (T/DB)

6. Create different types of queries with multiple criteria. (T/DB)

7. Design and create a form. (T/DB)

8. Group data and make a calculation in reports. (T/DB)

9. Establish and maintain productive work relationships with all members of

team. (F/TW, ES-10)
10.Share information and explain procedures to other group members. (ES-7)

IPrerequisites] Lessons 7-1, 7-2, 7-3, 7-4 and 7-5

(Content required;|
1) Information about the organizations and their respective industries
2) Review of relational database features

|Resources:|

Database manuals and online Help in database application
Web sites of other similar organizations

IMaterials checklist:|
v’ Instructor prepared list of database criteria that would incorporate the use of
advanced database functions. Use the sample criteria for IRCO for ideas.

v Sample of IRCO Simulation handout of Database Criteria (JMOD7-6-1)
- v Step-by-Step handout (JMOD7-6-2) for each student

[Equipment checklist]
v" Overhead projector
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[Teaching strategy]

Part 1 — Before Class Instructor Preparation

1. Design a list of criteria that students will use as a guide for the development
of their databases. Have students utilize as many as possible of the
advanced database functions to accomplish the criteria.

Part 2 — Introductory Discussion

2. Explain to the students that they will be using a database application to
analyze data about their organizations and to prepare a mailing list for the
final distribution of the annual report (Lesson 7-7).

3. Ask the students to share with the class what kinds of data they think might
be important to their organization. Record their responses on the board.
Next, ask several students to identify examples of achievements for their
organizations that they might have already uncovered in their research.

4. Explain the need to gather and analyze information about past performance
and how important it is to be able to make correct decisions based on the
information. Continue to ask the students questions that they might consider
when looking for new data, or when identifying new trends that might be
developing within the organization’s industry.

5. Distribute the handouts of the instructor prepared database criteria to all of
the students. Provide time for everyone to review the requirements and
answer any questions the students might have.

Part 3 — Hands-on Computer Demonstration

6. Distribute the Step-by-Step handout (JMOD7-6-2) to all of the groups of
students.

7. Assign each member the responsibility for demonstrating the steps of at least
one of the database functions to the rest of the group.

8. Instruct each group member to repeat the steps to familiarize themselves with
the function’s steps after the demonstration. Monitor the group activity
carefully and offer assistance when needed.

Part 4 - Group Discussion and Activity

9. After all of the demonstrations and practice have been completed, conduct a
discussion about ways that these database functions might be incorporated in
the reports that the students will prepare. As students share their ideas,
record these on the board.

10.Have each group determine which member will be responsible for different
database reports based on the available data.

IRCO Simulation-Optional

* Focus a class discussion on what kinds of music they like. Record their
responses on the board. Next, ask several students to identify their favorite
recording artists or song titles. As each answer is given, ask the students if
they know the record label that the artist uses.
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®

Explain the need to gather and analyze information about the music
marketplace and how important it is for IRCO to be able to make correct
business decisions based on the information. Continue to ask the students
questions that IRCO might consider when looking for new artists to sign up, or
when identifying new trends that might be developing in the music industry.
Distribute the handouts of the IRCO Database Criteria (JMOD7-6-1) to all of
the groups and provide review time.

Since the Criteria Sheet points out in Step 7 that IRCO produces all of the
current top100 hits, you may need to help the students develop a premise (or
pretense) for which the information will be gathered and analyzed. For
example:

Popularity of different types of music (which categories IRCO
should emphasize),

Number CD Hits by Individual Artists (that IRCO might like to sign
up),

Number of Records Produced by Under Other Labels (what other
companies like IRCO are focusing on),

Number of CDs with Multiple Song Hits (for Marketing purposes), or
Demographics of Artist Appeal (what factors should IRCO consider
in looking at the total marketplace versus a smaller segment or
niche).

HOT Activities:|

1.

Instruct the student groups to begin the development of their database.
Remind the students that there are no incorrect analyses for the information
they gather. Instead, the more data they gather and can manipulate adeptly in
a database, the more they may find out about the organization.

Monitor the progress of the groups and watch for problems. Again, encourage
students who have stronger database skills to help other members of their

group.

IAssessment Methods:]|

Feedback and evaluation of database processes by instructor as student
groups gather and analyze data.

Observation by instructor of group participation.

Assessments by students of group accomplishments.

Evaluation by the instructor of student participation in the demonstration and
explanation of advanced database functions.

Instructor evaluation and comments for improvement;|

Ty,
JUD
NORTHWEST CENTER FOR EMERGING TECHNOLOGIES 39




IRCO Simulation Database Criteria
Lesson 7-6

Listed below are the requirements to be included in the development
of your database reports for the IRCO Annual Report.

1. As a group, determine the data elements and design a relational
database that has multiple tables, using information from your
research on artists, labels, song titles, and CDs. Use the web
sites listed below to develop categories of information relating to
IRCO’s participation in the music industry for your Annual Report.

2. Design and develop a form for data entry for members of your
group. ,

3. Each member of your group is responsible for developing at least
one sub form for his/her assigned topic.

4. Each member of the group is responsible for the preparation of at
least one database report that exhibits the use of :

e Sorts
o Filters

¢ Queries with multiple criteria.

5. Each report produced must include a calculation.

6. Customize the design of all of the reports developed to meet the
format requirements of your group’s style sheet.

7. Include all of the group’s database reports in the IRCO Annual |
Report, with an explanation for each of the significance to IRCO of
the data gathered and analyzed.

8. Assume, for analysis purposes, that IRCO produces the CDs for
all of the top 100 hits and your group is determining music trends.

9. Here are some of the web sites that will provide data from which
your reports can be developed:

Billboard.com

AristaRec.com
RepriseRec.com
Music.Warnerbros.com
Elektra.com
Atlantic-Records.com
Musicblvd.com )
Sony.com 307
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STEP-BY-STEP HANDOUT
Lesson 7-6

Advanced Database Functions

Create a multiple-field index:

1. Open the table in Design view.

2. Click Indexes on the toolbar.

3. Inthe first blank row in the Index Name column, type a name for the index.
You can name the index after one of the index fields, or use some other
appropriate name.

4. In the Field Name column, click the arrow and select the first field for the
index.

5. In the next row in the Field Name column, select the second field for the
index. (Leave the Index Name column blank in the row.) Repeat this step
until you have selected all of the fields you want to include in this index. You
can use up to 10 fields.

6. The default sort order is Ascending. Select Descending in the Sort Order
column of the Indexes window to sort the corresponding field's data in
descending order.

Add a table or query to a query:

1. Open a query in Design view.

2. On the toolbar, click Show Table.

3. Inthe Show Table dialog box, click the tab that lists the objects whose data
you want to work with. If the table you need is in another database or
application, first link the table to the active database.

4. Click the name of the object you want to add to the query. To select
additional object one at a time, hold down Ctrl while you click each object
name. To select a block of objects, click the first name in the block, hold
down Shift, and then click the last name in the block.

5. Click Add, then click Close.

Creating and applying a filter:

A filter is like a simple query, except that it applies only to an open table or form.

It is best for temporarily changing the set of records you are viewing. You should

create and save a query, however, when you know you want to frequently view a

certain set of records in a certain order.

1. With a table or form open, choose Edit Filter/Sort from the Records menu.

2. Drag one or more fields to the Field row of the grid in the lower portion of the
Filter window. Include only those fields for which you want to specify criteria
or sort order.
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3. Specify criteria, sort order, or both under the field or fields included in the
filter.

4. Choose Apply Filter/Sort from the Records menu.

Group records in a report:

You can group on up to 10 fields or expressions in a report.

1. Open the report in Design view.

2. Click Sorting and Grouping on the toolbar to display the Sorting and
Grouping box.

3. Set the sort order for the data in the report.

4. Click the field or expression whose group properties you want to set.

5. Set the group properties in the following list. You must set either
GroupHeader or GroupFooter to Yes in order to create a group level and
set the other grouping properties.

GroupHeader — Adds or removes a group header for the field or expression.
GroupFooter — Adds or removes a group footer for the field or expression.
GroupOn — Specifies how you want the values grouped. The options you
see depend on the data type of the field on which you’re grouping. If you
group on an expression, you se all the options for all data types.
Grouplnterval — Specifies any interval that is valid for the values in the field
or expression you're grouping on.

KeepTogether — Specifies whether it prints all or only part of a group on the
same page.

Calculate a running sum in a report:
1. Open the report in Design view.
2. Add atext box to one or more of the following sections.
e To calculate a running sum that increases for each record, add a bound
text box or a calculated text box to the detail section.
e To calculate a running sum that increases for each group of records, add
a bound text box or a calculated text box to the group header or footer.
3. To display the property sheet, make sure the text box is selected, and then
click Properties on the toolbar.
4. Set the RunningSum property according to the type of running total you
want:
Over Group — Resets to 0 at the beginning of each higher group level.
Over All — Accumulates until the end of the report.
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Developing and Distributing
an Annual Report

ILESSON 7-7: Start Spreading the News Approx. time: 1 class

lLesson overview:|

As mentioned at the beginning of the module, each annual report is to have a
personalized letter sent with it to the recipient. Students will develop another
database with names and addresses that can be used to accomplish their mail
merge tasks. :

[Students will demonstrate the ability to]

Design a database that solves a business problem. (T/DB, ES-12)
Create a mail merge. (T/WP, ES-15)

Create different types of business documents. (F/D&BC)

Work effectively with members of the team. (F/TW, ES-10)

Share information and explain procedures to others. (ES-7)

Analyze the information for relevance and accuracy. (F/ANL)
Improve continuously the quality of products and processes. (F/ANL)

NoO~N =

IPrerequisites:] Lessons 7-1 through 7-6

IContent required:|
1) Mail merge features of word processor
2) Formats for (international) mail addresses

Resources:

Online Help for word processing application
Word processing manual

IMaterials checklist|

v Instructor prepared mailing list form or sample data to be used by students
which would incorporate the use of data tables

Sample of IRCO Simulation mailing list for Asia (JMOD7-7-1)

Sample of IRCO Simulation mailing list for Europe (JMOD7-7-2)

Sample of IRCO Simulation mailing list for Manhattan (JMOD?7-7-3)
Sample of IRCO Simulation mailing list for Beverly Hills (JMOD7-7-4)
Sample of IRCO Simulation mailing list form for Headquarters/Main Office
(JMOD7-7-5)

[Teaching strategy:|

Part 1 — Before Class Instructor Preparation
1. Develop a mailing list form or gather a list of names that students can use for
the mail merge activity.

AN N N NN
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Part 2 — Classroom Discussion

2.

Explain that the purpose of this lesson is to develop a database with names
and addresses for use in a mail merge activity with a personalized letter
announcing the arrival of the copy of the annual report.

Distribute the instructor prepared mailing list form or list of names to each of
the student groups and have them review the contents. (Point out that the
group will need to create its own names and addresses if the data has not
been provided by the instructor.)

IRCO Simulation-Optional

Distribute the IRCO mailing list information (JMOD7-7-1 through JMOD7-7-5)
to each of the student groups and have them review the contents. Point out
that the group will need to create its own names and addresses only for the
Headquarters/Main Office mailing list.

Have students create a new database with tables for each of the IRCO
locations. These tables will be used in the word processor's mail merge
feature to accomplish the personalized letters from Jordan.

HOT Activities:
1.

Instruct the student groups to design and develop a mailing list database and
entry form. Upon completing the development of the database, ask the
groups to make a copy of the file for each member. Then, have each
member of the student groups choose a portion of the list to enter into his/her
copy of the database. After all of the students have finished the data entry,
ask them to print out a copy of their mailing list and have another member of
the group proof the accuracy of the list against the original handout.

. Ask the groups to review the procedures for completing a mail merge of the

database names with the “Letter of Welcome” that was completed in Lesson
7-3. (The letter may need to be modified slightly to accommodate the mail
merge requirements.) Once all of the members of the group are familiar with
the procedures, have each of them produce five examples of personalized
letters.

IAssessment Methods:]|

Evaluation and feedback by instructor of database design for each groups’
mailing list reports.

Self-assessment by the students of the accuracy and completeness of the
mailing list reports.

Evaluation and feedback by instructor of each student's five personalized
letters.

Observation of the progress of the student groups by the instructor.

Instructor evaluation and comments for improvement|
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IRCO’s List of Annual Report Recipients

William Meadows
498 Baden Road
Neutral Bay
NSW 2089
Australia

Norma Jean Fulton
800 Collins Street
Melbourne

VIC 3004

Australia

Toshi Kamakazi
Matsuoka 1193-22
Fuji-shi Shizuoka 416, Japan

Sam Matsumoto
1-95-1-502 Nakashowacho
Tokushima City 770, Japan

Teri Yaki

204 Arisugawa Homes
5-5-14 Minami Azabu,
Minato-Ku, Tokyo 106, Japan

Sue Shi
4-3-1 1085 Azabujuban,
Minato-Ku, Tokyo 106, Japan

Benny Hana
2-1-31-605 Mita,
Minato-Ku, Tokyo 108, Japan

ASIA
Lesson 7-7

Charles Hsu

Flat 6B, Block 8,

City Garden North Point,
Hong Kong

Sheralyn Min

4 Fung Fai Terrace 4C,
Happy Valley,

Hong Kong

George Wong

Flat 1708 Ting Hong House,
On Ting Estate, Tuen Mun,
N.T. 220 Tsuen Wan

Hong Kong

Kim Yu

No. 68 C, Broadway Street,
Mei Foo, Kowloon,

Hong Kong

Sou-Chan Chang

26/F Esterling Bldg.

30 Queen’s Road Central,
Hong Kong

Ronald Bozeman

6/F A Wyndham Mansion,
32 Wyndham Street,
Hong Kong

Anita Wu
19 Tai P. O. Rd. 13/F

Tim Pura Kowloon 47591
3-1-3 Minami-Otsuka, - Hong Kong
Toshima-Ku, Tokyo 170, Japan
_ _ Cathy Ewing
Hing Lai Block 11, Jalan Batu, 07-134
Pacific View BIk3 38 Tai Tam Road, Singapore
38-B Tai Tam,
Hong Kong

31z
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Chinju Tu

130 Tai Peng Village,
2/F Yung Shue Wan,
Lamma Island,

Hong Kong

Ling-Ling Tai

117-21 Argyle St. Flat 14A
Kowloon

Hong Kong

Harry Fong

15B Wing Cheung Ct.
37-47 Bonham Road
Mid-Levels

Hong Kong

Gin Lee
Tregunter Tower 3
14 Tregunter Path
Mid-Levels

Hong Kong

Ryan Clark
Box 63 JKT
Jakarta, Indonesia

Shiraz Fajardo
Soekamo Hatta 631,
Bandung 40285, Indonesia

Lucy Kim

Green Building 79-2,
SongPa-Ku, Karak Dong,
Seoul 138-161, Korea

Jeong Jung

Gookdaewon Apt. 207-103,

San 37-5, Deok-Eun-Dong, Koyang-
Si,

Kyungki-Do,

Seoul 412-170, Korea
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IRCO’s List of Annual Report Recipients
EUROPE
Lesson 7-7

Guy Rouchouze
39 Rue de 22 Septembre,
92400 Courbevoie, France

Fritz Carter
17/21 rue Gramme,
Batiment B,
Paris 75015, France

Isabelle Franck

20 Cours Albert 1%,
Paris 75008
France

Alain Gilbert
28 Avenue Raphael
Paris 75016, France

Madeleine Villenot

10 Rue de la Grande Piece,
St. Nom-la-Breteche 78860
France

Dominique Johnson

Les Hameaux du Soleil,
Les Lauriers #18,
Villeneuve-Loubet, 06270
France

Peter Bouchard

7 Quai Chateaubriand,
Rennes 35059

France

Jean Louis Renard
1072 rue de Rouargues,

St. D’'Diement de Riviere, 34980

France

Marie Dutertre

9, allee des Bois du Stade
33700, Merignac

France

Claudette Perrot

83 avenue Henri Martin
Paris 77116

France

Walter Richardson
Azura Park

272 Ave. de Fabron
Nice 06200

France

Katarina Lafond

1 rue des Trois Maisons
Viroflay 78220

France

Emile Roche
1 Cite de la Mairie
Paris 75018 France

Frederic Painvin
245 bis “La Ville”
St. Joachim 44720
France

Michael Norris

29 Quai Arloing

Bissey Sous Cruchard 69009
Lyon France

Francois Hitz

8 Rue des Lions-St. Paul
75004 Paris, France
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Colette Mebane

553 Chemin du Puy
Residence Helvetia
06600 Antibes, France

Jeanne Marie Dyer
15 rue du Grand Veneur
75003 Paris, France

Claude Tabarlet

14 Ave. d’'Oppem

B-1150 Woluwe St. Pierre
Brussels, Belgium

Cindi Schultz
Rue Murillo 51
1040 Brussels, Belgium
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IRCO’s List of Annual Report Recipients

Niles Allen
141 W. 26" St. #3C
New York, NY 10001

Susan Richards
348 Paterson Plank Rd.
Scarsdale, NY 10585

Pat Campbell
32 Washington Square
New York, NY 10011

William Lloyd
101 W. 121" St. #252
New York, NY 10011

Carl Evans
201 E. 69" St. Apt. 44
New York, NY 10021

Marsha Gibbs
111 E. 14" St.
New York, NY 10003

Esther Hellmuth
55 Liberty Street #5B
New York, NY 10005

Fred Jones
1165 Park Avenue #1733
New York, NY 10128

Wendy Miller
2621 Palisade Ave Apt. 4
Bronx, NY 10463

Leigh Ann Minor
4621 28™ Avenue
Long Island City, NY 11103

MANHATTAN
Lesson 7-7

John Murray
954 Rock Creek Ln.
Scarsdale, NY 10583

Cynthia Young
7701 Dante St.
Larchmont, NY 10538

Mitch Rucker
490 Second Avenue No. 34G
New York, NY 10016

Alyson Wilson
504 E. 63" St. Apt. 590
New York, NY 10021

Clark Houston
523 Hudson St.
New York, NY 10014

Brad Day
26 East 81%' St. No. 8A
New York, NY 10028

Lenora Parker
314 W. 100" 54
New York, NY 10025

Karen Romero
6317 110" St.
Forest Hills, NY 11375

Andy Turner
150 W. 47" St. Apt. 2B
New York, NY 10036

Carmen Rodriguez

315 W. 92™ St. Unit 6-S
New York, NY 10025
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IRCO’s List of Annual Report Recipients
BEVERLY HILLS
Lesson 7-7

Raul Alvarez
230 S. Hamilton Unit 28
Beverly Hills, CA 90211

Sam Freidman
P. O. Box 847
Beverly Hills, CA 09213

Terry Garber
246 S. Linden Drive
Beverly Hills, CA 90212

Jerilyn Gimarc
355 South Wetherly Drive
Beverly Hills, CA 90211

Helen Haskellhoff
9955 Robbins Drive
Beverly Hills, CA 90212

Peter Khushf
1012 7" St. #12
Santa Monica, CA 90403

Evelyn Lasky
171 N. Pier Avenue Apt. 30
Santa Monica, CA 90405

Becca Monroy
906 11" St.
Santa Monica, CA 90402

Tony Rossini
721 Berkeley Street
Santa Monica, CA 90403

Olga West
6233 St. Clair Avenue
Studio City, CA 91604
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Kathy Myers
5564 Natick Avenue
Sherman Oaks, CA 91403

John Morgan
322012 Mulholland Highway
Malibu, CA 90265

Carl Taphouse
9898 Wilshire Blvd. #916
Beverly Hills, CA 90121

Roberta Powers
4668 Indian Mesa Dr.
Thousand Oaks, CA 91360

Jay Sparks
1277 Victoria Avenue
Venice, CA 90291

Ann Elizabeth Fowler
900 Euclid Street Apt. 403
Santa Monica, CA 90403

Clyde Cravens
117 Westmount Drive
West Hollywood , CA 90069

Stella Wong
1570 Wilcox Avenue #105
Hollywood, CA 90028

Russell Webb
3333 N. Beachwood Dr.
Hollywood, CA 90068

Gina Vidnovic
5682 Basil Lane
Los Angeles, CA 90077
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b IRCO’s List of Annual Report Recipients
HEADQUARTERS
Lesson 7-7

Compile below a list of 20 local names and addresses to which the IRCO Annual
Report would be mailed:

© © No o bk~ 0 DN

N—L—L—L—L—L—L—L—L—L—L
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Developing and Distributing
an Annual Report

ILESSON 7-8:] Who's Who Approx. time: 1 class

lLesson overview?]

Every annual report contains backgrounds on the management team and board
members. This lesson represents an opportunity for the students to be as
creative as possible in developing written descriptions of backgrounds for the
organization’s management or officers.

iStudents will demonstrate the ability to ]

1. Use clear, focused, specific and grammatically correct language and
terminology. (F/D&BC)

2. Work effectively as a team member. (ES-10)

3. Import or create and modify embedded objects from other applications.
(T/WP)

4. Create and modify lines and objects. (T/WP)

5. Create and revise footnotes and endnotes. (T/WP)

6. Be responsive to the audience and adjust communication style accordingly.
(F/D&BC)

7. Ask for clarification when further information is required. (ES-6)

IPrerequisites:| Lessons 7-1 through 7-7

(Content required;]|

1) Background information on organizations’ management teams
2) Creative writing tips
3) Review of word processing features

Resources:]

Word processing manual and online Help

[Materials checklist:] |

v' Sample IRCO Simulation Handout of Background Worksheet : Jordan Ono,
President (JMOD7-8-1)

v' Sample IRCO Simulation Handout of Background Worksheet : Leslie
Thompson, Vice President of Marketing (JMOD7-8-2)

v Sample IRCO Simulation Handout of Background Worksheet : Darryl Hughes,
Administrative Assistant (JMOD7-8-3)

v Sample IRCO Simulation Handout of Background Worksheet : Jo Santiago,
Production Manager (JMOD?7-8-4)

v' Sample IRCO Simulation Handout of Background Worksheet : Gloria
Chavanne Barnett, Board Member #1 (JMOD?7-8-5)

v Sample IRCO Simulation Handout of Background Worksheet : Michael

g
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Gonzales, Board Member #2 (JMOD7-8-6)

Sample IRCO Simulation Handout of Background Worksheet : Lawryn
Bonasera, Board Member #3 (JMOD7-8-7)

Sample IRCO Simulation Handout of Background Worksheet : Thomas
Chang Hwang, Board Member #4 (JMOD7-8-8)

Sample IRCO Simulation Handout of Background Worksheet : Robert Presley
Howard, Board Member #5 (JMOD7-8-9)

Sample IRCO Simulation Handout of Background Worksheet : Eva Otero,
Board Member #6 (JMOD?7-8-10)

IEquipment Checklist:|

v

Computer display projector

[Teaching strategy;|

Part 1 - Introductory Discussion

1.

2.

3.

Describe the purpose of this lesson as a writing assignment which will result
in the description of organization’s major directors.

Remind students to equally divide (if possible) the writing tasks among all of
the members of the groups.

Provide time for students to develop information about each of the subjects
and for them to ask any questions about the content required. It is advisable
to establish a maximum length for the written backgrounds (no more than 2
pages, no smaller than 12 pt type, use of footnotes and endnotes, etc.).
Write these guidelines on the board or prepare a separate handout that meets
the needs of your class.

Part 2 - Computer Demonstration and Discussion

1.

2.

Review the concepts of of linking and embedding objects in an application
and demonstrate a few examples in the word processing application.

Also introduce the methods for creating and modifying lines or objects in the
text if students have not already utilized these features. Ask students to
identify steps for each process where possible.

Demonstrate the use of footnotes and endnotes and discuss with the students
where these features might be used in their reports.

Conclude the demonstration by having students practice ways of
incorporating these functions in a temporary document.

IRCO Simulation-Optional

Describe the purpose of this lesson by distributing all of the handouts
(JMOD?7-8-1 through JMOD?7-8-10) to each student group and by explaining
the writing assignment as described below.

Throughout the modules, remind the students that they have been provided
with a foundation of details for developing the personality profiles for Jordan,
Leslie, Jo, and Darryl. Forthe additional six board members, the sky is the
limit as long as it is of a professional nature!
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HOT Activities]

1.

Instruct the students to develop a written background for each of the
members of the management team or board, which is to be included in their
annual report. As students create their content, encourage them to include
the professional considerations for each of the people associated with the
organization, along with interesting details about their personal lives or other
interests. Have the completed versions proofed by members of the group
before printing out the final copies.

IAssessment Methods:|

Evaluation by students of originality and use of gr